CITY OF CHEVIOT
STATE OF OHIO
ORDINANCE NO. 25

AN ORDINANCE TO AMEND SECTIONS OF SECTION 30.11 OF THE CHEVIOT CODE OF
ORDINANCES.

WHEREAS, Section 30.1°, Credit/Purchasing Card Policy, of the Cheviot Code of Ordinances
currently restricts the City from maintaining a credit card with a limit above the current maximum of
$20,000.00; and

WHEREAS, this Council determined that it is beneficial to the City to raise the maximum credit fimit,
so as to alfow the City to pay certain purchases and services via credit card; and

WHEREAS, this Council determined that it is in the City’s best interest to require that any credit card
balance on City credit cards be paid in full each month; and

WHEREAS, Cheviot Code of Ordinances, Section 30.11 currently read as follows in the attached
Exhibit “A,” which is incorpcrated herein; and

WHEREAS, Cheviot Code of Ordinances, Section 30.11 shall be amended to increase the
maximum credit limit and require the City to pay any credit card balance on City credit cards in full
each month.

NOW, THEREFORE, BE IT ORDAINED BY THE COUNCIL OF THE CITY OF CHEVIOT, STATE
OF OHIO, THAT:

Section 1.  Section 30.11, Credit/Purchasing Card Policy, Subsection (B)(3) of the Cheviot Code
of Ordinances is hereby amended as follows:

(B) General provisions.
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(3) Acquisition, use, and management of cards. The Safety-Service Director shall be
responsible for the asquisition, use, and management of all new and existing city credit card
accounts and assoc ated presentation instruments, including cards and checks. The city's
name shall appear 01 each presentation instrument related to the account cards and checks.
No debit cards shall be issued to the city. The total balance of the credit card shall be paid
in full in the month that it is due. The city shall not carry a balance on any credit card.

Section 2. Section 30.11, Credit/Purchasing Card Policy, Subsection (B)(6) of the Cheviot
Codde of Ordinances is her=by amended as follows:

(B) General provisions.
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(6) Credit card or purchasing card limits. The city has several credit cards issued to city
officials, employees, and departments. Individual limits for each credit card are set based
upon the nature and frequency of use. Maximum credit limit amounts shall not exceed
$100,000. As of the date of this policy, the city has the following cards:



Card Current Credit Limit

Sam's Club Mastercard $25,000
Lowe's Store Card $7,000
Home Depot Store Card $18,300

Section 3. The full text of amended Section 30.11, Credit/Purchasing Card Policy, is attached
hereto in Exhibit “B,” and is. incorporated by reference.

Section 4. This Ordinarce shall be in effect at the earliest time allowed by faw.

%@7% &) 2/28

Kerry Smyth - Date passed
President of Council

Lol DK _¢ -17-25

amuel D. Keller Date approved
Mayor
Attest: Approved as to form:
ﬂénny M. Eitérrhann Kimberiee Erdman Rohr
Clerk of Council Law Director

CERTIFICATE OF PUBLICATION

|, Jenny M. Eilermann, Clerk of the Council of the City of Cheviot, Ohio, hereby certify that the
foregoing ordinance, or a succinct summary, was published in the Cincinnati Court Index, a
newspaper of general circulation in the City of Cheviot, Ohio, in accordance with Section 731.21 of
the Ohio Revised Code, on zhe following dates:

1) 63 2025, and

2) 62D 2025, - ,

/J€nny M. Eilermann

Clerk of Council




EXHIBIT A
EXISTING VERSION

§ 30.11 CREDIT/PURCHASING CARD POLICY.

(A) Purpose. The purpose of this policy is to ensure that city-issued credit cards and purchasing
cards (i.e., Home Depot, Mastercard, Visa, etc.) are closely monitored to provide for maximum
security and to guard against misuse and/or losses of public funds for which the city may be held
liable. This policy is meant to comply with the mandates of 2018 H.B. 312, Section 1, enacted by the
132nd General Assembly and made applicable to the city as codified by R.C. § 717.31. All city-
issued credit cards are to be used solely for the purpose of conducting city business and are not to be
used in any event for personal expenses.

(B) General provisions.
(1) Officers or positions authorized to use credit card accounts.

(@) The Auditor's office shall maintain control of city credit card account, purchasing card
accounts, and presentation instruments related to the cards and checks.

(b) City credit cards may be issued to the Safety-Service Director, the Public Works
Superintendent, the Fire Chief, and the Police Chief. Other employees may be issued cards upon the
request of the employee's respective department director and with the approval of the Safety-Service
Director and the Auditor.

(c) The cardholders authorized pursuant to this paragraph are liable in-person and upon an
official bond the employes has given for misuse of city credit or purchasing cards, including
employee's failure to provide an itemized receipt in accordance with this policy.

(2) Types of expenses for which city cards may be used. City credit cards are to be used for
legitimate city purposes. Examples of purchases that constitute legitimate city purposes are as
follows:

(@) Travel. Credit cards may be used by the above-assigned individuals for official business-
related expenditures for howel, parking, gas, meals, and other travel-related expenses, as authorized
and pre-approved by the Safety-Service Director.

(b) Purchases. Credi: cards may be used for ordering supplies, including online purchases,
when pre-approved by the Safety-Service Director.

(c¢) Personal use of credit cards is strictly prohibited. Credit cards shall not be used for cash
advances, personal purposes or expenses, or any non-city purpose.

(d) City's purchasing procedures apply to all purchases. City credit cards shall not be used to
circumvent the general purchasing procedures required by Ohio law and the policies of the city.
Therefore, with the excepticn of gasoline credit cards, and unless otherwise approved by Council, all
purchases made with a city credit card shall be preceded by an approved purchase order.

(3) Acquisition, use, and management of cards. The Safety-Service Director shall be responsible
for the acquisition, use, and management of all new and existing city credit card accounts and
associated presentation instruments, including cards and checks. The city's name shall appear on each



presentation instrument related to the account cards and checks. No debit cards shall be issued to the

city.
(4) Procedure for submitting receipts for credit card purchases.

(a) Itemized receipts. Employees must always obtain an itemized receipt for each transaction.
If a cash register tape does not have descriptions, the employee should write the description on the
tape. Any transaction withcut a properly substantiated receipt is subject to reimbursement of the city
by the employee.

(b) Review of receipts. The employee must first submit the receipts to the Safety-Service
Director for review before submission to the Auditor's office for payment.

(5) Procedure for card issuance or re-issuance, card cancellation, and lost or stolen cards.

(a) Issuance of card. Upon being issued a credit card or purchasing card, the employee shall
sign an acknowledgment of this policy. See Attachment "A" to Res. 19-01.

(b) Re-issuance of card. When replacement cards are issued, the employee shall return the old
card to the Safety-Service Director for destruction.

(c) Cancellation of card. When a credit card is cancelled, the employee shall return the old
card to the Auditor's office for destruction.

(d) Lost or stolen card. The employee shall immediately notify the Safety-Service Director
and Auditor's office upon ciscovery of a lost or stolen credit card.

(6) Credit card or purchasing card limits. The city has several credit cards issued to city officials,
employees, and departments. Individual limits for each credit card are set based upon the nature and
frequency of use. Maximum credit limit amounts shall not exceed $20,000. As of the date of this
policy, the city has the follewing cards:

Card Current Credit Limit
Sam's Club Mastercard $17,500

Lowe's Store Card $5,000

Home Depot Store Card $5,000

(7) Misuse of credit sard. Any use of city credit cards for personal purchases is strictly
prohibited and unauthorized. Such use may result in the employee losing all privileges to use city
credit cards, cancellation of the credit card, reimbursement paid to the city, disciplinary action, and/or
criminal prosecution. All actions or omissions by an employee resulting in a failure to comply with
any provision of this policy. including failing to immediately report a lost or stolen card, shall qualify
as misuse of a city credit cerd account and will be subject to appropriate action.



(8) Appointment of Compliance Officer and Compliance Officer's duties. The Mayor is
authorized and directed to appoint a Compliance Officer to comply with the statutory requirements
for the quarterly review o the city's credit cards pursuant to R.C. § 717.31(C)(1). The employee
serving as the Compliance Officer may not be the Auditor, may not use a city credit card account,
and may not authorize any other city employee to use a city credit card account.

(a) Compliance Officer appointment. The Mayor selects and appoints the City Treasurer as
the Compliance Officer.

(b) Compliance Officer’s reports. The Compliance Officer shall conduct a quarterly review of
the city's credit cards and purchasing cards. The Compliance Officer shall file with City Council
quarterly reports at City Council's first meetings in January, April, July, and October. Said reports
shall include the number cf active cards issued, the cards' and accounts' expiration dates, and the
cards' and accounts' credit limits.

(9) Auditor's report of rewards. The Auditor shall file an annual report with City Council which
details all rewards received dased on the city's use of any city credit card or purchasing card accounts.
The Auditor shall file said report at the first City Council meeting in January each year.

(Res. 19-01, passed 1-15-19)



EXHIBIT B
AMENDED VERSION

§ 30.11 CREDIT/PURCHASING CARD POLICY.

(A) Purpose. The purpose of this policy is to ensure that city-issued credit cards and purchasing
cards (i.e., Home Depot, Mastercard, Visa, etc.) are closely monitored to provide for maximum
security and to guard against misuse and/or losses of public funds for which the city may be held
liable. This policy is meantto comply with the mandates of 2018 H.B. 312, Section 1, enacted by the
132nd General Assembly and made applicable to the city as codified by R.C. § 717.31. All city-
issued credit cards are to be used solely for the purpose of conducting city business and are not to be
used in any event for personal expenses.

(B) General provisions.
(1) Officers or positioas authorized to use credit card accounts.

(a) The Auditor's office shall maintain control of city credit card account, purchasing card
accounts, and presentation ‘nstruments related to the cards and checks.

(b) City credit cards may be issued to the Safety-Service Director, the Public Works
Superintendent, the Fire Chief, and the Police Chief. Other employees may be issued cards upon the
request of the employee's respective department director and with the approval of the Safety-Service
Director and the Auditor.

(c) The cardholders authorized pursuant to this paragraph are liable in-person and upon an
official bond the employee has given for misuse of city credit or purchasing cards, including
employee's failure to provice an itemized receipt in accordance with this policy.

(2) Types of expenses for which city cards may be used. City credit cards are to be used for
legitimate city purposes. Examples of purchases that constitute legitimate city purposes are as
follows:

(@) Travel. Credit cards may be used by the above-assigned individuals for official business-
related expenditures for hotzl, parking, gas, meals, and other travel-related expenses, as authorized
and pre-approved by the Safzty-Service Director.

(b) Purchases. Credit cards may be used for ordering supplies, including online purchases,
when pre-approved by the Safety-Service Director.

(c) Personal use of crzdit cards is strictly prohibited. Credit cards shall not be used for cash
advances, personal purposes or expenses, or any non-city purpose.

(d) City's purchasing procedures apply to all purchases. City credit cards shall not be used to
circumvent the general purchasing procedures required by Ohio law and the policies of the city.
Therefore, with the exceptioa of gasoline credit cards, and unless otherwise approved by Council, all
purchases made with a city credit card shall be preceded by an approved purchase order.

(3) Acquisition, use, anc management of cards. The Safety-Service Director shall be responsible
for the acquisition, use, ané management of all new and existing city credit card accounts and
associated presentation instruments, including cards and checks. The city's name shall appear on each
presentation instrument relatzd to the account cards and checks. No debit cards shall be issued to the



city. The total balance of the credit card shall be paid in full in the month that it is due. The city shall
not carry a balance on any credit card.

(4) Procedure for submitting receipts for credit card purchases.

(a) Itemized receipts. Employees must always obtain an itemized receipt for each transaction.
If a cash register tape does not have descriptions, the employee should write the description on the
tape. Any transaction withaut a properly substantiated receipt is subject to reimbursement of the city
by the employee.

(b) Review of receipts. The employee must first submit the receipts to the Safety-Service
Director for review before submission to the Auditor's office for payment.

(5) Procedure for card issuance or re-issuance, card cancellation, and lost or stolen cards.

(a) Issuance of card. Upon being issued a credit card or purchasing card, the employee shall
sign an acknowledgment of this policy. See Attachment "A" to Res. 19-01.

(b) Re-issuance of card. When replacement cards are issued, the employee shall return the old
card to the Safety-Service Director for destruction.

(c) Cancellation of card. When a credit card is cancelled, the employee shall return the old
card to the Auditor's office for destruction.

(d) Lost or stolen card. The employee shall immediately notify the Safety-Service Director
and Auditor's office upon discovery of a lost or stolen credit card.

(6) Credit card or purcaasing card limits. The city has several credit cards issued to city officials,
employees, and departments. Individual limits for each credit card are set based upon the nature and
frequency of use. Maximum credit limit amounts shall not exceed $100,000. As of the date of this
policy, the city has the follcwing cards:

Card Current Credit Limit
Sam's Club Mastercard $25,000

Lowe's Store Card $7,000

Home Depot Store Card $18.300

(7) Misuse of credit card. Any use of city credit cards for personal purchases is strictly
prohibited and unauthorized. Such use may result in the employee losing all privileges to use city
credit cards, cancellation of the credit card, reimbursement paid to the city, disciplinary action, and/or
criminal prosecution. All actions or omissions by an employee resulting in a failure to comply with
any provision of this policy, including failing to immediately report a lost or stolen card, shall qualify
as misuse of a city credit card account and will be subject to appropriate action.



(8) Appointment of Compliance Officer and Compliance Officer's duties. The Mayor is
authorized and directed to appoint a Compliance Officer to comply with the statutory requirements
for the quarterly review of the city's credit cards pursuant to R.C. § 717.31(C)(1). The employee
serving as the Compliance Officer may not be the Auditor, may not use a city credit card account,
and may not authorize any other city employee to use a city credit card account.

(a) Compliance Officer appointment. The Mayor selects and appoints the City Treasurer as
the Compliance Officer.

(b) Compliance Offizer's reports. The Compliance Officer shall conduct a quarterly review of
the city's credit cards and ourchasing cards. The Compliance Officer shall file with City Council
quarterly reports at City Council's first meetings in January, April, July, and October. Said reports
shall include the number of active cards issued, the cards' and accounts' expiration dates, and the
cards' and accounts' credit limits.

(9) Auditor's report of rewards. The Auditor shall file an annual report with City Council which
details all rewards received based on the city's use of any city credit card or purchasing card accounts.
The Auditor shall file said report at the first City Council meeting in January each year.

(Res. 19-01, passed 1-15-19)



