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30.02 USE OF AGENCY CREDIT CARDS 
	(Pursuant to Ohio Revised Code Section 301.27) 
		
The following employees of this agency are authorized to use credit cards to pay for work-related expenses:
		1.  The Sheriff or any Deputy Sheriff of this agency
		2.  The Jail Administrator
		3.  Administrative Assistants as determined by the Sheriff
		4.  Any Deputy Sheriff is authorized to use credit cards to pay for extradition expenses. 

Employees are authorized to use the agency credit cards up to an amount of $1,000.00, unless otherwise approved by the Sheriff or his designee. 

	Work-related expenses, for the purpose of this policy, are defined as those expenses that are incurred as the result of the performance of official duties for the Erie County Sheriff’s Office by the employee. As a further guide to proper expenditures, employees will also abide by the Erie County Commissioners “Out-Of-County Travel/Expense Request and Reimbursement Policy”, a copy of which is attached. 
	
	Agency credit cards may be used to pay for the following work-related expenses: 
	1. Food expenses; 
	2. Transportation expenses; 
	3. Gasoline and oil expenses; 
	4. Minor motor vehicle expenses: 
	5. Emergency motor vehicle repair expenses; 
	6. Telephone expenses; and 
	7. Lodging expenses; 
	8. Office supplies.

	Agency credit cards may not be used to purchase the following:
		1. Entertainment
		2.  Alcoholic beverages
		3.  Personal Services
		4.  Tips
		5.  Cash advances
	
	Any employee of this agency who utilizes an agency credit card will, no later than the end of the employee’s next regularly scheduled shift, submit all credit card receipts to the Sheriff’s designee. The employee will also complete and submit at the same time an Erie County Commissioners Out-of-County Travel/Expense Request and Reimbursement Form to provide an accurate accounting of all expenditures made using the agency credit card. 
	Any employee who violates this standard operating guideline will be subject 	to disciplinary action and/or criminal prosecution.
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Erie County, Ohio
[bookmark: _GoBack]OUT OF COUNTY
TRAVEL/EXPENSE REQUEST AND REIMBURSEMENT FORM
	EMPLOYEE NAME:                                                   DEPARTMENT/TITLE:		   		    DATE:


	NAME OF MEETING OR FUNCTION:
Copy of meeting notice (or affidavit) must be attached.

	NAME OF PLACE MEETING OR FUNCTION BEING HELD (Including City):

	DATE OF MEETING OR FUNCTION:

	NAME OF OTHER EMPLOYEES ATTENDING, IF APPLICABLE: (Others attending)


	CHECK APPROPRIATE ITEMS:
COUNTY VEHICLE___     PERSONAL VEHICLE___    OTHER_____    CREDIT CARD_____    GASOLINE CARD____


   PLEASE PROVIDE ESTIMATED ESPENSES FOR THE FOLLOWING:
	ITEM
	QUANTITY
	RATE
	TOTAL

	1.  MILAGE (Round trip)
	miles
	@.31 per mile
	$

	2.  MEALS: Breakfast
	      Lunch
	      Dinner
	


	$
$
$
	$
$
$

	3.  MOTEL/HOTEL ACCOMMODATIONS
	               night(s)
	@$
	$

	4. REGISTRATION FEES: (Check one)							
    _____To be paid by employee and reimbursed by county
    _____To be prepaid by Auditor and presented at registration by employee
       	 (allow 7days for check)
    _____To be prepaid by Auditor and mailed in with registration
                           	(completed form attached-allow 7 days for check)
	

$




	5.  PARKING FEES
	$

	6.  OTHER EXPENSES (List)
	$

	APPROPRIATION ACCOUNT NO._____________    PURCHASE ORDER NO.______________ 	
                                                                                                                                                            
	$
TOTAL ESTIMATED
EXPENSE


    AUTHORIZATION		                                  APPROVAL		DISAPPROVAL		DATE
	Supervisor or Director/Department Head
	

	Elected Official
	

	Erie County Commissioner
	

	Erie County Commissioner
	

	Erie County Commissioner
	

	County Administrator as to Policy
	


***************************************************************************************************
EXPENSE VOUCHER
RECEIPTS ATTACHED FOR:
1.  ACTUAL MILAGE _______@ $.31/mile   $_________
2.  MEALS 			      $_________   EXPENSES ARE APPROVED________DISAPPROVED_____
3.  MOTEL/HOTEL			      $_________   ELECTED OFFICIAL(S) OR DEPARTMENT HEAD SIGNATURE(S)
4.  REGISTRATION FEES		      $_________
5.  PARKING FEES			      $_________   _________________________________________________    
6.  OTHER			      $_________	 
					             _________________________________________________
GRAND TOTAL CLAIMED TO BE
                                         REIMBURSED $__________          _________________________________________________

SIGNED_________________________________________                                                                     DATE____________  	                                    DATE___________________
