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The public report burden for this information collection is estimated to average 380 hours annually.

Form Approved
OMB No. 2125-0032

LOCAL HIGHWAY FINANCE REPORT

STATE:
OKLAHOMA

YEAR ENDING (mm/yy):
6/23

This Information From The Records Of:
PITTSBURG COUNTY, OKLAHOMA

Prepared By:

SANDRA CRENSHAW, CHIEF DEPUTY, BOCC

1. DISPOSITION OF HIGHWAY-USER REVENUES AVAILABLE FOR LOCAL GOVERNMENT EXPENDITURE

A. Local B. Local C. Receipts from D. Receipts from
ITEM Motor-Fuel Motor-Vehicle State Highway- Federal Highway
Taxes Taxes User Taxes Administration

. Total reczipts available

. Minus amount used for collection expenses

. Minus amount used for nonhighway purposes

. Minus amount used for mass transit

b=

. Remainder used for highway purposes

Il. RECEIPTS FOR ROAD AND STREET PURPOSES

1. EXPENDITURES FOR ROAD AND STREET PURPOSES

ITEM AMOUNT ITEM AMOUNT
A. Receipts from local sources: A. Local highway expenditures:
1. Local highway-user taxes 1, Capital outlay (from page 2) 2,862,215
a. Motor Fuel (from ltem 1.A.5.) 2. Maintenance: 8,649,311
b. Motor Vehicle (from ltem 1.B.5.) 3. Road and street services:
c. Total (a.+b.) a. Traffic control operations
2. General fund appropriations b. Snow and ice removal
3. Other local imposts {from page 2) 8,791,507 c. Other
4. Miscellaneous local receipts (from page 2) 774,548 d. Total (a. through c.)
5, Transfers from toll facilities 4. General administration & miscellaneous 3,063,797
6. Proceeds of sale of bonds and notes: 5. Highway law enforcement and safety
a. Bcnds - Original Issues 6. Total (1 through 5) 14,575,323
b. Bends - Refunding Issues B. Debt service on local obligations:
c. Nctes 1. Bonds:
d. Tctal{a. +b. +¢) a. Interest
7. Total {1 through 6) 9,566,055 b. Redemption
B. Private Contributions c. Total (a. +b.)
C. Receipts from State government 2. Notes:
(from page 2) 7,494,658 a. Interest
D. Receipts from Federal Government b. Redemption
(from page 2) c. Total(a. +b.)
E. Total receipts (A.7+B+C+D) 17,060,714 3. Total (1.c+2.c)
C. Payments to State for highways
|D. Payments to toll facilities
|E. Total expenditures (A.6 + B.3 + C + D) 14,575,323
IV. LOCAL HIGHWAY DEBT STATUS
(Show all entries at par)
Opening Debt Amount Issued Redemptions Closing Debt
A. Bonds (Total)
1. Bonds (Refunding Portion)
B. Notes (Total)
Notes and Comments:
FORM FHWA-536 (Rev.06/2000) PREVIOUS EDITIONS OBSOLETE Excel (Next Page)

page 1




LOCAL HIGHWAY FINANCE REPORT

STATE:
OKLAHOMA

YEAR ENDING (mm/yy):
6/23

Il. RECEIPTS FOR ROAD AND STREET PURPOSES - DETAIL

ITEM AMOUNT ITEM AMOUNT
A.3. Other local imposts: A.4. Miscellaneous local receipts:
a. Property Taxes and Assesments a. Interest on investments 210,332
b. Other local imposts: b. Sale of Equipment/Auction 163,815
1. Sales Taxes c. Reimbursements/Refunds 378,423
2. Tax/Rental 8,692,224 d. Traffic Fines/Fees 0
3. Rd. Crossing Permits 30,000 e. Surplus/Credit 21,977
4, Misc. 69,284 f. Inter-Local Agreement 0
5. Material g. Misc./Damage Settlement 0
6. Total (1. through 5.) 8,791,507 h. Grants 0
c. Total (a. +b.) 8,791,507 |i. Total (a. through h.) 774,548
(Carry forward to page 1) (Carry forward to page 1)
ITEM AMOUNT ITEM AMOUNT
C. Receipts from State Government D. Receipts from Federal Government
1. Highway-user taxes (from ltem |.C.5.) 7,451,250 1. FHWA (from Item 1.D.5.)
2. State general funds 0] 2. Other Federal agencies:
3. Other State funds: a. Forest Service 0
a. State bond proceeds 0 b. FEMA 0
b. Gross Production 43,408 c. HUD 0
¢. Alcohol Beverages 0 d. Various Grants 0
d. Grants/Reimbursements 0 e. Tea-21 0
e. Misc. f. Wildlife 0
f. Total (a. through e.) 43,408 g. Total (a. through f.)
4. Total (1. + 2. + 3.f) 7,494,658 | 3. Total (1. +2.9)
(Carry.forward to page 1) (Carry forward to page 1)
lIl. EXPENDITURES FOR ROAD AND STREET PURPOSES - DETAIL
ON NATIONAL OFF NATIONAL
HIGHWAY HIGHWAY TOTAL
SYSTEM SYSTEM
€] (b) ()
A.1. Capital outlay:
a. Right-Of-Way Costs 0f
b. Engineering Costs 0|
c. Construction:
(1). New Facilities
(2). Capacity Improvements
(3). System Preservation 2,862,215
(4). System Enhancement And Operation 0
(5). Total Construction (1)+(2)+(3)+(4) 2,862,215 2,862,215
d. Total Capital Outlay (Lines 1.a. + 1.b. + 1.c.4) 2,862,215 2,862,215
(Carry forward to page 1)

Notes and Comments:

FORM FHWA-536

page 2




Pittsburg County Election Board

VORI Tonya Barnes, Secretary
x i | Assistant Secretary Clerk

/O

Carla Morris Christy Holt
109 E. Car( Albert Parkway, RM 101
McAlester, OK 74501
Oﬁ‘ice: 018-423-3877 Fax: 918-423-7088
pittsburgcounty@elections.ok.gov

November 27, 2023

After opening bids for the ballot printing for the period of December 1, 2023 to
November 30, 2024 we have decided to accept the bid presented by Royal Printing.

Sincerely,

EES,) Sugh Dl

Tonya Barnes, Secretary
Pittsburg County Election Board



RESOLUTION
24-148

The Board of County Commissioners, Pittsburg County, met in regular session on Monday,
December 4, 2023.

WHEREAS, Pittsburg County Highway District #3 wishes to declare the following items surplus,

INVENTORY# DESCRIPTION SERIAL/VIN
D3-348.20E SEI PUP TRAILER 1SOPD3328VK638078
D3-348.20D LEACH PUP TRAILER 11.9PD35314H209217

WHEREAS, the above-mentioned items shall be sold at the Statewide County Equipment
Auction, held Friday, March 8 and Saturday, March 9, 2024 at the Elk City Convention Center in
Elk City, Oklahoma.

WHEREAS, these items are no longer needed and should be declared surplus.

THEREFORE, BE IT RESOLVED, the Board of County Commissioners, Pittsburg County, do

hereby declare the above-mentioned items as surplus, to be sold at the Statewide County
Equipment Auction in Elk City, Oklahoma, Friday, March 8 and Saturday, March 9, 2024.

BOARD OF COUNTY COMMISSIONERS
PITTSBURG COUNTY, OKLAHOMA

ATTEST: CHAIRMAN
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RESQLUTIO

The Board of County Commissioners, Pittsburg County, met in regular session on
Monday, December 4, 2023.

WHEREAS, the Pittsburg County Assessor wishes to declare the following item surplus,
to be removed from their inventory.

*Items were transferred to the Southeast Expo Center
H-226-02 GE Microwave Model No. JE50738DPBB
H-226-03 GE Refrigerator Model No. GTH17JBZRBB

*Ttem to be junked:
H-102-93 RX Lumbar Chair

THEREFORE BE IT KNOWN, that the Board of County Commissioners, Pittsburg
County, do hereby declare the item surplus, to be removed from the inventory of the
Pittsburg County Assessor.

BOARD OF COUNTY COMMISSIONERS
PITTSBURG COUNTY, OKLAHOMA
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RESOLUTION
24-150

The Board of County Commissioners, Pittsburg County, met in regular session on Monday,
December 4, 2023.

WHEREAS, the Board of County Commissioners, Pittsburg County, hereby directs the Pittsburg
County Clerk, Hope Trammell, to issue a Purchase Card to Kevin Enloe, Emergency Management
Director, for travel expenses and other unforeseeable reasons during disaster deployment outside
Pittsburg County.

WHEREAS, said Purchase Card will remain in the custody of the Board of County Commissioners
and will be checked out to Mr. Enloe as the need arises, but be returned to the Board of County

Commissioners once Mr. Enloe returns from deployment.

WHEREAS, the maximum amount of purchase per day is $5,000.00 and the amount of any single
purchase shall not exceed $5,000.00.

THEREFORE, BE IT RESOLVED, the Board of County Commissioners, Pittsburg County, do
hereby direct the Pittsburg County Clerk, Hope Trammell, to issue a Purchase Card to Kevin
Enloe, Emergency Management Director, to be used during disaster deployment outside Pittsburg
County.

BOARD OF COUNTY COMMISSIONERS
PITTSBURG COUNTY, OKLAHOMA

ATTEST: CHAIRMAN W /Z_\

VICE-CHAIRMAN

M
MEMBE £
COUNTY CLERKfi@LMAL&&ML




PITTSBURG COUNTY

- PURCHASE CARD
POLICIES AND PROCEDURES MANUAL

Prescribed by:
Oklahoma State Auditor & Inspector’s Office
July 21, 2016

Adopted by:
Pittsburg County
Board of County Commissioners
August 22, 2016




1.

COUNTY PURCHASE CARD PROGRAM DESCRIPTION

A. Program

The Pittsburg County (hereinafter referred to as the “County”) Purchase Card (P-Card)
Program establishes the use, by designated county officials and employees, of commercial
purchase cards to facilitate the acquisition of goods and services necessary for conducting
official county business. Itis intended that the purchase card be issued to selected officials
and/or employees to enhance effectiveness or economy of operations. Purchase cards are
issued in the name of the County and include the cardholder’s name, department, and a
unique account number. Liability for payment to the purchase card provider rests with
the County.

Total responsihility and accountability for allowable purchase card purchases resides at
the County level. It is accepted that no policy or procedure can cover all eventualities.
Exceptional cases will be resolved as circumstances and prudent business practices
warrant on a case-by-case basis. All purchases shall be made in accordance with state
statutes, rules, and these policies and procedures, which include but may not be limited
to:

e 190..§1501-1505
e 190..51505(])

o 7405.5852

e 7405.§855

®

74 0.5.$85.33B
The cardholder is responsible for and accountable to the County for all charges made with
the purchase card. Use of the purchase card is solely for official County purchases.

Personal purchases are strictly forbidden and may result in disciplinary action.

County departments, as condition of participation in the purchase card program, shall
abide by the terms of these policies and procedures.

B. Transaction Flow

A typical purchase card transaction consists of the following steps:

1. The Requisitioning Officer completes the requisition and forwards to the
Purchase Agent.

2. The Purchasing Agent determines if the item requested will require a bid and
approves the method of purchase.

3. The County Clerk encumbers the amount stated on the purchase order to Bank
of America, assigns a purchase order, and certifies that the amount of the
encumbrance has been entered against the designated appropriation accounts
and that the encumbrance is within the authorized available balance.



10.

11.

12.

13.

14.

15.

Purchase cardholder makes a purchase from a merchant using their authorized
purchase card and retains all transaction documentation  (card
receipts/invoices/packing slips) to be provided to the designated Receiving
Officer.

The Receiving Officer verifies goods/services were properly received and
prepares receiving report with signature and date.

All documentation (card receipt/invoice/packing slip and receiving report)
should be forwarded to the Purchasing Agent for further processing.

The Purchasing Agent assembles all purchase orders, card
receipt/invoice/packing slips and receiving reports for each purchase card
statement. Each purchase order transaction should be reconciled to the
purchase card statement for accuracy and validity. The Purchasing Agent should
keep documentation (adding machine tape or spreadsheet) of how the purchase
orders/transactions are reconciled to the individual purchase card statement and
the master purchase card statement.

The Purchasing Agent assembles all purchase card statements and supporting
documentation with the master purchase card statement and forwards to the
County Clerk.

The County Clerk reviews the Bank of America statement for accuracy and
certifies that all supporting documentation is attached and the claim is approved
for consideration for payment by the Board of County Commissioners.

The County Clerk should red-stamp the front of any individual purchase card
statement that did not follow proper purchasing procedures. Red-stamping
involves clearly indicating on the front of the purchase card statement that
purchasing transactions did not follow proper purchasing procedures as
outlined in state statutes.

The Bank of America statement is presented to the Board of County
Commissioners in an open meeting for approval and authorizing signature for
approval.

The Board of County Commissioners approves that master purchase card
statement and each individual purchase card statement in an open meeting.

The County Clerk prepares payment of the purchase card statements through
the use of Electronic Funds Transfer.

All Bank of America payment files (PO, statement, and payment claim) should
be filed in one location in the County Clerk’s office by month for each access for
auditors.

The County Treasurer executes the Electronic Funds Transfer to Bank of
America.



C. Bank of America Payment Center Program

The Purchasing Agent will be able to access the transactions of each purchase cardholder
through the banking software provided by Bank of America referred to as the Payment
Center Program.

Each individual purchase cardholder must review their purchase card statement to ensure
that the statement only reflects transactions made by the purchase cardholder. The
statement should be signed by the purchase cardholder for verification purposes. (This
may be done electronically.)

DEFINITIONS

“Board of County Commissioners” The Board of County Commissioners is responsible
for initiating participation in the purchase card program and is responsible for approving
the contractual agreement with the Bank of America. The Board of County
Commissioners is also responsible for the final approval of purchase card expenditures.
OMES requires a final level of approval that does not utilize purchase cards. The County
Commissioners acting as the Board would fulfill this requirement.

“Cycle” means a period of time between billings. For example, the County purchase card
period ends at midnight on the last business day of each month. This is synonymous with
“billing cycle”.

«Individual Transaction Dollar Limit” means an open market acquisition that is fair and
reasonable and does not exceed $5,000. Individual transactions, other than transactions
specifically listed in the statute as exceptions, may not exceed $5,000 per 74 0.S.§85.5L.

“Invoice” means a document issued by the Issuing Bank to the County to effect payment
for goods and services purchased using the purchase card and is available via the bank’s
transaction system. Payment will be made directly to the Issuing Bank.

“Issuing Bank” means the bank issuing the purchase card to an organization, in this case,
Bank of America.

“Merchant” means a business or other organization that provides goods or services to
customers. (This is synonymous with “supplier” or “vendor”.)

“Merchant Category Code (MCC)” means a standard code that the credit card industry
uses to categorize merchants based on the type of goods or services provided by the
merchant. A merchant is assigned an MCC by the acquiring bank.

Merchant Category Code Group (MCCG)” means a defined group of merchant category
codes. MCCGs are used to control whether cardholders may purchase from particular
types of merchants.

“Payment Center Program” or “Transaction System” means the web-based tool
provided by the Issuing Bank to record and access transaction information and print
purchase card statements.

“Point of Sale Code (POS)” means a code entered by the merchant at the time of an on-
site sale.



«purchase Cardholder” means an individual designated by the County to utilize a
purchase card, as authorized and defined in these policies and procedures, who has a
signed Purchase Card Employee Agreement filed with the County Purchasing Agent.

“Purchasing Agent (Purchase Card Administrator)” According to state statute the
Purchasing Agent is to serve as the purchase card administrator. The Purchasing Agent
will have sole administrator rights to change card limits, cardholders, etc. on the Bank of
America Payment Center Program. The Purchasing Agent shall only make changes as
authorized and approved by the Board of County Commissioners in an open meeting.

“Single Purchase Limit” means the maximum spending (dollar) limit a purchase
cardholder is authorized to charge in a single transaction. Purchases shall not be split with
the intent of and for the purpose of evading (1) the purchase card single purchase limit
(limit is set by the County); and/or (2) limit(s) established for an individual purchase card;
and/or (3) a competitive bidding requirement.

“Split Purchasing” means dividing a purchase into two or more transactions for the
purpose of staying below the individual transaction limit of $5,000.00 or for the purpose
of evading a competitive bidding requirement.

«Statement” means a document listing purchase card account activity sent to the County
by the Issuing Bank. The statement is available via the Issuing Bank’s transaction system
and is used for management and reconciliation purposes, as well as the basis for payment.
This statement will be presented to the Board of County Commissioners in an open
meeting for approval for payment.

«State Purchase Card” means an electronic transaction card used for making
acquisitions.

“Transaction” means a single purchase or credit.

“Transaction Documentation” means all documents pertaining to a transaction. The
documentation is also used for reconciliation at the end of the billing cycle and is to be
retained with the monthly reconciliation documentation for review and audit purposes.
Examples of transaction documentation include, but are not limited to: itemized purchase
receipts, receiving documents, credits, disputes, written approvals, lodging receipts,
exception requests, regulated utility verifications, all transaction correspondence, and any
other item referencing the transaction. This is synonymous with “Transaction
Documents”.

ORGANIZATION AND TRAINING

. Board of County Commissioners: Responsible for management of the Purchase Card
Program.

. County Purchase Card Administrator/Purchasing Agent: The County Purchasing
Agent as referenced in statute will serve as the Purchase Card Administrator.

. Approving Officials:

County Clerk will certify the following on the purchase card statement:



I hereby certify that the card receipt/invoice/packing slip and receiving report and
delivery documentation has been compared to this purchase order, and any
discrepancies have been reconciled as noted above. This purchase order is
therefore approved for consideration for payment by the governing board.

Board of County Commissioners will certify the following on the purchase card
statement: This claim is approved for payment in the amount indicated on the statement

(Signed by at least two members.)

. Purchase Cardholders: The Board of County Commissioners in an open meeting will
authorize the issuance of purchase cards to those County officials and/or employees
designated to purchase goods and services for official use by the County. Cardholder must
be a County permanent employee. Purchase cards will not be issued to a temporary
employee or nonemployees.

. Purchase Card Employee Agreement: All County purchase cardholders must read and
sign the County Purchase Card Employee Agreement form in the appropriate signature
block, prior to assuming their duties and being issued purchase cards. The Purchasing
Agent shall maintain the original employee-signed copy of the Agreement for all
participants of the Purchase Card Program. A copy of the signed agreement shall be
provided to the employee.

The County Purchasing Agent shall notate changes in employee Purchase Card Program
role or purchase card status on Page 2 of the original employee Purchase Card Agreement
form when they occur (ie. card cancelled, termination of employment, or change in
Purchase Card Program position). If an employee no longer holds a position within the
Purchase Card Program, the County Purchasing Agent shall notate the termination date,
the purchase card cancellation date, and the transaction system account date on page 2 of
the Agreement form.

. Training: Purchase cardholders (county officials and/or employees) shall sign a purchase
card agreement prior to becoming a cardholder and must attend initial training prior to
card use. Thereafter, training is required for the Purchasing Agent and purchase
cardholders every two (2) years from the date of the last training session. The Purchasing
Agent must maintain records of compliance with training requirements for all purchase
cardholders. Training will be conducted by OSU County Training Program. 19 OS.$
1505(]).

The Bank of America will provide training for the Payment Center Program, card security,
and technical use of purchase card (i.e. user name, pin numbers, etc.).

FINANCIAL OPERATIONS

. Encumbering Funds

All transactions shall be properly encumbered prior to using the purchase card for
purchases.



. Reconciliation

Reconciliations of the purchase card statements to supporting documentation will be
performed monthly

. Purchase Card Payment

The county shall make a monthly payment prior to the due date to the Issuing Bank (Bank
of America) to satisfy all transactions listed for the billing cycle, in the time and manner
agreed to by the County and the Issuing Bank.

. Rebate Incentive

The rebate earned from purchases made with the purchase card will be sent directly to the
County by Bank of America. The rebate should be deposited with the County Treasurer
into the County General Fund. If a county elects to pro-rate based on the expenditures of
each fund, documentation will be required for audit purposes.

. Record Retention

Purchase card records shall be maintained in a central and secure location. Records may
include, but are not limited to, statements, transaction receipts/invoices/packing slips,
dispute documents, purchase cardholder and the County Officer approvals, and any other
transaction documentation, whether in paper or electronic form. Accountingrecords shall
be maintained in the appropriate format and located in the County Clerk’s office. Records
shall be maintained for seven fiscal years. If audit, litigation, or other action is started
before the end of the seven year period, the records are required to be retained for two
years from the date all issues arising out of the action are resolved or until the end of the
seven year retention period, whichever is longer.

. Audit Reguirements

All transactions are subject to audit by the State Auditor and Inspector’s Office.
. Transparency of Transactions Through Open Books

In accordance with 19 O.S. § 1505(]), complete descriptions of purchases made by county
government entities shall be published through the state transparency portal pursuant to
Section 85.33B of Title 74 of the Oklahoma Statutes, and as warrants required to be
published pursuant to Sections 444 and 445 of this title. The County Purchasing Agent
will work with OMES to determine method of transferring information.

All transactions are listed on the State of Oklahoma Open Books website, listing

e Cardholder’s last name, first initial
e Merchant Name
e Amount of transaction

PURCHASE CARD OPERATIONS
. Using the Purchase Card

The cardholder of record is the only person authorized to make purchases using his/her
card. The purchase card shall not be loaned to another person. Such occurrences may




result in revocation of the card. The fact that the cardholder has been provided a card does
not imply prior approval of all purchases. The cardholder must follow proper County and
departmental policies and procedures to obtain authorization to purchase. A Requisition
Officer must requisition items on SA&I form 1116 (2016) and submit to the Purchasing
Agent and County Clerk to ensure proper purchasing (bidding) procedures are followed
and ensure funds are encumbered prior to the purchase cardholder making a purchase.
The Purchasing Department should be consulted if there is any question or doubt about
the proper procurement procedures.

B. Application for Individual Purchase Cards

Upon approval by the Board of County Commissioners in an open meeting, application for
a purchase card shall be made by the County Purchasing Agent by electronic submission
using the Issuing Bank’s (Bank of America) transaction system. The County Purchasing
Agent shall notate on the Purchase Card Employee Agreement the date the purchase card
was ordered. The Issuing Bank (Bank of America) will ship new cards to the County
Purchasing Agent for distribution.

C. Property of the County

All purchase cards issued under this Purchase Card Program are the property of the
County and shall be surrendered to the County Purchasing Agent upon termination o
employment with the County or upon request of the (a) County Official responsible for
approval, (b) County Purchasing Agent, or (c) State Purchase Card Administrator.

D. Purchase Card Controls and Limits

The Purchasing Agent is required to coordinate with the Board of County Commissioners
and establish the following categories of controls and limits on each purchase card. These
mandatory limits are required by the Issuing Bank (Bank of America) and the card
provider, for example, Visa.

The mandatory categories are:

e Card limit (dollar amount per cycle).
e Single purchase limit (dollar amount per transaction).
e Merchant Category Code Group (MCCG).

As an option, the County may establish additional purchase card limits.

E. Purchase Card Purchases
1. For any transaction with a County purchase card, the single transaction shall not
exceed the limit of $5,000 unless named as an exception in #2 below in accordance
with 74 O.S. § 85.5.
2. There is no limit on the amount of purchase card transaction for the following;
e Statewide Contract purchases.
e Regulated Utilities (water, electric, gas, sewage) as defined in OAC
260:115-1-2.
e Interagency Payments.
e Professional Services as defined in 18 O.S. § 803.
*NOTE: Bids at the County level DO NOT qualify as an exception
under Title 74 O.S. § 85.5.




3. The Board of County Commissioners and/or the County Purchasing Agent shall
set the card limits for purchase cards based on the County need or past usage.

4. The Board of County Commissioners may set the single purchase limit for a
purchase cardholder at any amount deemed appropriate by the Board of County
Commissioners. However, any single transaction in excess of $5,000 must fall
under one of the exceptions listed in #2 above.

F. Travel Purchases

The purchase card may be used for travel expenses as outlined in the written travel policy
adopted by the Board of County Commissioners on behalf of the County. The purchase
card may be used for the purchase of airfare and/or lodging (airfare and lodging are
considered separate transactions). Travel acquisitions are intended for travel or lodging
expenses for official county business. Use of the purchase card may be appropriate when
in compliance with the County’s Travel Policy. Purchases of meals and incidentals should
be made in compliance with the County’s Travel Policy, as well as applicable IRS
guidelines. A complete travel claim may still be required.

**Taxes for any in-state travel expenses may not be paid with a purchase card. Hotel
receipts should reflect a $0 balance to indicate that all expenses have been paid in full.
Meals with purchase card should NOT have sales tax added to the cost. Employees should
inform the establishment of the tax exempt status.

G. Using the Purchase Card

Prior to using the purchase card, purchase cardholders should familiarize themselves with
the following key elements related to purchase card transactions:

1. Your purchase card is issued in your name. All purchases made on the purchase
card must be only yours. You are responsible for the security of the purchase card
and the transactions made with it. If you do not follow statute, rules, and policies
and procedures when using the purchase card, you could be personally liable
and/or receive disciplinary action, including termination, or criminal charges.

2. All purchases must be encumbered prior to using your purchase card.
3. You can use the purchase card at any vendor or service provider that accepts VISA.

4. You may use the purchase card to purchase supplies and services within your
Single Transaction Limit and Credit Limit assigned to the purchase card in a given
month (excludes Prohibited Purchases).

5. You are responsible for verifying transactions listed on you purchase card
statement are valid and for reconciling all charges made on your account monthly.

6. The purchase card is not intended to avoid or bypass appropriate purchasing or
payment policies and procedures.

7. The purchase card is not for personal use.

8. The purchase card must be returned to the County Purchasing Agent upon
transfer, termination, or requirement by the Board of County Commissioners.



0. Determine whether the purchase card is the most appropriate method for the
purchase. (Check the list of excluded charges to make sure it is not 2 restricted
item.)

10. Be sure that the total amount will not exceed the card’s single purchase limit.
1. Determine if the price is the best you can reasonably obtain.

12. Obtain an itemized receipt at the time of purchase and keep the receipt for
documentation.

13. Ensure that sales tax is not charged. This applies to meals.
H. Methods of Purchase

The purchase card may be used for in-person, telephone, and internet purchases. It is
recommended that internet purchases be made from a merchant with a secured internet
site (for example, lockbox is present or URL contains https) and emails not be sent
disclosing full account information. (Note: The Issuing Bank does not send e-mail
requiring a purchase cardholder to enter personal information directly into the e-mail.)

I. Split Purchases

Split purchases are prohibited. “Split Purchasing” means dividing a purchase into two or
more transactions for the purpose of staying below the individual transaction limit of
$5,000.00 or for the purpose of evading a competitive bidding requirement.

J. Other Prohibited Purchases

The purchase card shall NOT be used for the following types of purchases (not all inclusive
list):

Taxes (excluding Tribal taxes).

Entertainment.

Tobacco and alcoholic bevereages.

Cash, cash advances, automatic teller machine (ATM) transactions.
Purchase of any goods or services for personal use.

Purchase of any goods or services not for official County use.

Noy VR W

Any transaction or series of transactions, which exceed the limits established on
an individual purchase card.

8. Automatic Drafts. This may be allowed in rare exceptions and appropriate
receiving information and supporting documentation would be required for the
monthly statement approval.

9. Gift certificates or gift cards.

10. Other purchases not permitted under County Policy and Procedures.

K. Receiving Goods and Services



Goods or Services Received at the Time of Purchase — The receiving officer for the
designated department should complete a receiving report detailing all goods/services
purchased, and sign and date as confirmation that items were received at the County.

L. Returns, Credits and Disputed Transactions

L

Processing Returns, Credits, and Disputes — In most cases, disputes can be
resolved directly between the purchase cardholder and the merchant. If an item
needs to be returned for any reason, return the goods to the merchant in the manner
agreed upon. The merchant must issue a credit receipt for items that are returned,
and the return should be credited to the purchase card. This credit may appear on
a subsequent statement if the credit process is not completed in the same payment
cycle as the original purchase. Keep on file all documentation related to returns,
credits, and disputes for reconciliation to the statement.

Credits — If the agency is credited for any items or services that were originally
paid for with the purchase card, then the credit should be processed through the
merchant system. The merchant cannot be allowed to maintain a store credit or
use the credit toward future or other invoices. It is highly recommended that a
credit be annotated in the issuing bank’s system by cross-referencing the TXN# of
the original transaction on the credit transaction and vice versa. Credits cannot be
received in the form of cash. In the event that a credit can only be processed by
refund check, a copy of the check must accompany the corresponding statement
documentation and the refund check number annotated on the transaction in the
bank’s transaction system.

Exchanges — items needing to be returned may be exchanges for other necessary
items during the same transaction. If the credit amount is greater than the purchase
amount of the new items, the difference shall be credited to the purchase card. If
the purchase amount of the new items is greater that the credit amount, the receipt
must show both the credit amount and the purchase amount.

Issuing Bank Assistance — If the purchase cardholder and merchant cannot
resolve the issue, the purchase cardholder shall contact the Issuing Bank
electronically through the Bank’s transaction system. Disputed transactions
which cannot be quickly resolved between the purchase cardholder and merchant
shall be reported to the Issuing Bank immediately and, at the latest, no more that
30 days after the original transaction date. The Issuing Bank will investigage the
dispute on the purchase cardholder’s behalf and assist in resolution.

The County does not pay for disputed transactions filed with the Issuing Bank
while in dispute status. Once the transaction has been flagged as a disputed
transaction, it will be moved to a separate batch process and will not be included
for payment. Upon resolution of the dispute, the disputed transaction will be
placed back into the batch process for payment along with a credit if the County
wins the dispute.



M. Conference and Training Fees

The purchase card may be used for expenses required to attend a conference, including
conference registration and training courses in accordance with the adopted County
Travel Policy.

N. Merchant Preferences

Purchase card purchases shall comply with the following preferences for certain merchant
or types of contracts.

1. Purchase card purchases should be made from the vendor with the best price. Any
purchase requiring a bid should follow procedures outlined in 19 O.S. §51501-1505
and 61 O.S. §§ 101-138.

O. Credit Card Receipts/Invoices/Packing Slips for Purchases

Receipts shall be obtained for all purchases regardless of the order method. The receipt
shall give an itemized and detailed description of the purchase and must include at a
minimum: (1) vendor; (2) date of purchase; (3) description; (4) unit price and quantity;
and (5) transaction total. A detailed and itemized authentic copy is acceptable. A detailed
invoice/packing slip along with the purchase card receipt should be obtained for
documentation purposes.

1. Receipts not furnished by Merchant

If a receipt is not furnished by the merchant (as may be the case with a telephone
or Internet order), documentation such as an order confirmation, packing slip, or
invoice, etc. shall be obtained and shall contain an itemized and detailed
description of the purchase.

2. Itemized Receipt Unobtainable
If the receipt is not a detailed and itemized receipt, the purchase cardholder shall:

() Request the vendor attach a written itemization of the charges to the receipt
showing at a minimum: (1) vendor name; (2) transaction or purchase date; 3)
description of each item purchased, including unit price and quantity; and (4)
transaction total. The written itemization shall be signed by the vendor or its
authorized designee.

3. Multiple Receipts Provided

If the merchant provides two receipts, one with the total amount and one itemized,
the purchase cardholder shall attach both the itemized receipt and the total
amount receipt.

P. Late Fees, Interest, and Sales Tax
1. No late fees or interest may be paid on an invoice or purchase card statement.
2. County Government is exempt from sales tax. No state, city, or county tax shall
be paid.




Q. Replacement of Defective, Lost, Stolen or Compromised Cards

Purchase cards may be replaced when the original purchase card is defective or mutilated
or when the purchase card has been lost, stolen or compromised. The County Purchasing
Agent shall electronically submit through the Issuing Bank’s transaction system, a request
for replacement. The Issuing Bank will prepare a new purchase card and forward it to the
County Purchasing Agent. Additionally, in the case of a defective or mutilated purchase
card, the purchase card shall be cut down the center of the magnetic stripe and forwarded
to the County Approving Official. The County Approving Official shall forward the cut
purchase card to the County Purchasing Agent for final disposal.

The County has zero liability for unauthorized charges or for lost or stolen cards as long
as the Bank of America is notified within 24 hours.

R. Convenience Fees and Surcharges

1 A convenience fee is a fee charges to the cardholder for the convenience of paying
online or by telephone - the price of the product does not change. The County may
pay the convenience fee.

2. Asurcharge is a fee assessed by the merchant when using 2 credit card for payment
to recoup the merchant fees charged by the card processing company. The County
may not pay surcharges. '

S. Misuse of the Purchase Card

Misuse of the purchase card in any manner by a cardholder may result in revocation of the
privilege to use the purchase card, disciplinary action, termination or employment, and/or
criminal charges being filed with the appropriate authority.

T. Times of Inactive Card Use

The County Purchasing Agent may put your card in “suspense’ during periods of
inactivity. For example, if a card is only used for travel to conferences during a certain
period, the card can be put into “suspense” so that there is a safeguard against
unauthorized use. Purchase cards can generally be reactivated within a couple of hours.

U. Card Disputes
1. Disputes may be reported by the County Purchasing Agent to Bank of America
who will assist the County in resolving the dispute;

2. Disputes must be initiated within 30 days of the transaction date;

3. Always try to resolve with the merchant first prior to contacting the bank, if
possible;

4. The County does not pay for disputed transactions filed with the Issuing Bank
while in dispute status.

V. Travel ‘No Show’

If an employee is signed up to attend a Conference, stay at a hotel, or has scheduled a flight
and does not show up for the event, it is up to the employee to pay back the money to the
County.




PITTSBURG County County Purchase Card
Employee Agreement

The undersigned, as an approved Purchase Card (P-Card) holder, County Purchasing Agent, or County Approving
Official, fully understand and agree to the following terms and conditions regarding the use and

safekeeping of the P-Card(s) entrusted to me:

1. | accept full personal responsibility for the safekeeping of all P-Cards assigned to me, and | understand that
absolutely no one, other than myself, is permitted to use the P-Card(s) assigned to me.

2, | understand | will be making financial commitments on behalf of the County and will obtain fair and
reasonable prices:;

3. I have received training and agree to follow all procedures established for use of the P-Card;

4. I shall not use the P-Card for any non-County related business, unauthorized purchases, personal purchases,
or cash advances or approve any such purchases or advances;

5. I will immediately report the theft or loss of the P-Card to Bank of America at (888) 449-2273, and to the
County Purchasing Agent and County Clerk;

6. I'understand the use of the P-Card does not exempt me from requirements to obtain certain supplies from
required sources as set forth in statutes and P-Card procedures;

7. | shall surrender my P-Card(s) upon (a) transfer to another department; (b) termination of employment with
the County; or, (c) request of my supervisor, County Clerk, County Purchasing Agent, or the State Purchasing
Director;

8 I understand any purchases made by me or approved by me shall be recorded and reviewed in management

to reimburse the County for such purchases; and will abide by Ethics Commission Rules;
9. I understand | cannot use the P-Card as afinancial reference to obtain personal credit cards or loans;

10. I understand | am personally responsible for obtaining all or requiring all purchase and credit documents (i.e.,
receipts, invoices, packing slips, receiving documents, disputes, etc.) and submitting them in accordance with
County P-Card Procedures;

11. I will use the P-Card only within the limits and restrictions placed upon it unless the County Purchasing Agent
or State P-Card Administrator has temporarily lifted same due to an emergency situation or other unique
circumstance;

12.  The County Clerk and County Purchasing Agent agree to review billings for each billing cycle in accordance
with the County P-Card Procedures and to immediately report any discrepancies, inappropriate purchases, or
any knowledge of violations of the items enumerated above to the Board of County Commissioners and the
State P-Card Administrator.

13. | understand failure to follow any of the above listed terms & conditions or, if found to have misused the P-
Card in any manner, may result in (a) revocation of the privilege to use the P-Card; (b) disciplinary action: (c)
termination of employment: and/or (d) criminal charges, being filed with the appropriate authority.

My P-card Program Role is:  [x] Cardholder O County Clerk 0 Purchasing Agent
KEVIN ENLOE
Cardholder Name (Printed/T yped) Cardholder Signature Date Signed

As County Clerk, or Deputy County Clerk, or County Purchasing Agent, | hereby agree to the above terms and
conditions and take full administrative responsibility pursuant to the County Purchase Card Procedures for

the action(s) of the Cardholder(s).

Rop e [ Ca. rnpn@ )|

County Clerk or Deputy (Printed/Typed) County Clerk or Deputy Signature Date Signed
BOBBI HARTSFIELD
County Purchasing Agent (Printed) County Purchasing Agent (Signature) Date Signed

Updated Nov. 12, 2020



RECEIPT FOR P-CARD

Printed name of cardholder: KEVIN ENLOE
Dollar and transaction limitations for this cardholder:

Dollars per transaction® $5,000.00
Dollars per cycle (“‘month”) $20,000.00

*There is no P-Card transaction limit for purchases from a Statewide Contract, utilities, interagency payments, and
professional services as defined in Title 18 0.S. §803. Any other State P-Card transaction shall not exceed Five Thousand

Dollars ($5,000.00).
| have reviewed and understand the dollar limitations on my p/card and | acknowledge receipt of the P-Card.

Employee Signature Date Card Received

P-Card Account No. (Last 6 digits only):

Verification Number (Last 4 digits only):

County Department/Office:

Cardholder Telephone Number:

Cardhoider Work Location:

705 EOC DRIVE MCALESTER, OK 74501
Office Address City & State Zip Code
County Clerk:
Name Phone

The County Purchasing Agent must complete and maintain the following information for each P-
Cardholder, County Purchasing Agent, County Clerk.

Initial OMES Training Date: Card Order Date:
Initial Entity Training Date: Card Cancellation Date:
Periodic Internal Training Date: Card Compromise Date:
Periodic Internal Training Date: Date Works Account Deactivated:

Periodic Internal Training Date:
Periodic Internal Training Date:
Periodic Internal Training Date:
Periodic Internal Training Date:
Periodic Internal Training Date:
Periodic Internal Training Date:
Periodic Internal Training Date:

Employee Termination Date:

Card Destruction Date:

Copy of completed form and/or card receipt provided to employee on

Updated Nov. 12, 2020



RESOLUTION

o, 2U-17]

The Board of County Commissioners, Pittsburg County, Met in regular session
Monday, December 4™, 2023.

WHEREAS, the SHERIFFS DEPARTMENT wishes to cancel the following Purchase
Orders

4327 to Pepsi-Cola Bottling Co. dated November 7™, 2023 in the amount of
$169.00 for Dew Major Melon.

4686 to Briggs Printing dated November 20™, 2023 in the amount of $35.00 for
Business Cards.

4687 to Briggs Printing dated November 20™, 2023 in the amount of $245.00 for
Envelopes.

WHEREAS, the purchase orders were duplicated, therefore they are no longer
needed.

THEREFORE BE IT RESOLVED, Pittsburg County Commissioners do hereby cancel
Purchase Orders 4327, 4686 and 4687 for FY 2023-2024.

i Ol

CHAIRMAN—"
M/KK_\
MEMBER ATTEST:

7 = T donNnnsl
‘MEMBER ' COUNTY CLERK
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Form AP-100
(6/27/08)

Circuit Engineering District
Auction Policies

Counties voluntarily participate in the Circuit Engineering Districts Auctions. This facilitates
disposing surplus equipment. These auctions bring larger numbers of potential bidders and is
advertised nationwide. In order to meet bidders’ expectations, the Oklahoma Cooperative
Circuit Engineering Districts Board, OCCEDB, has implemented the following polices.

If the county consignor decides to remove equipment after the equipment has been submitted
to the auctioneer and is printed on the auction brochure, a removal penalty will be charged.
Removal penalty is 8% of the equipment value determined by OCCEDB, using industry
standards such as “Machinery Trader” and/or “Last Bid".

Bidders are traveling long distances and expect the brochure equipment to be in the

auction. This removal penalty will be paid to OCCEDB.

If a county decides to purchase its’ piece(s) of equipment back, the county will still be required
to pay the 8% commission fee (6% to the auctioneer and 2% to the CED).

If a county consignor feels that there are extenuating circumstances that affect the issues stated
above, then the County Commissioner may come to an OCCEDB meeting to state his or her
case.

All titled pieces of equipment must have their titles submitted in a timely manner so that the VIN
and other information are matched to the equipment delivered.

Failure to comply with these policies could jeopardize the county’s future participation in the
CED auctions.

pate: _[2]4| 202.3 |
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TISDAL & O'HARA
814 FRISCO AVENUE
P.O. BOX 1387
CLINTON, OKLAHOMA 73601

PHONE: (580) 323-3964
FAX: (580) 323-3674

Page: 1
Pittsburg County 10/31/2023
c/o Michelle Fields, Assessor Account No: 519
115 East Carl Albert Pkwy - Rm 101
McAlester OK 74501
Summary Statement
Previous Balance Fees Expenses Advances Payments Balance
Hiland Partners
302.00 504.75 0.00 0.00 0.00 $806.75
Scissortail Energy
302.00 692.25 0.00 0.00 0.00 $994.25
Arkoma
0.00 1,055.25 0.00 0.00 0.00 $1,055.25
604.00 2,252.25 0.00 0.00 0.00 $2,856.25

PLEASE REMIT PAYMENT TO: P.O. BOX 1387, CLINTON, OKLAHOMA 73601

TO ENSURE PROPER CREDIT, PLEASE REFERENCE YOUR ACCOUNT
NUMBER WITH PAYMENT

PLEASE MAKE CHECKS PAYABLE TO "TISDAL & O'HARA, PLLC"



TISDAL & O'HARA
814 FRISCO AVENUE
P.O. BOX 1387
CLINTON, OKLAHOMA 73601

PHONE: (580) 323-3964
FAX: (580) 323-3674

Page: 1
Pittsburg County 10/31/2023
c/a Michelle Fields, Assessor Account No: 519-05
115 East Carl Albert Pkwy - Rm 101 Statement No: 26485
McAlester OK 74501
Hiland Partners
PRIVILEGED AND CONFIDENTIAL
Previous Balance $302.00
Fees
Hours
10/12/2023
LA
0.25
10/26/2023
LA
0.12
SH
0.75
SH 0.50
10/27/2023
SH
0.50
For Current Services Rendered 2.12 504.75
Recapitulation
Timekeeper Hours Rate Total
Luke Adams 0.37 $300.00 $111.00

Stacy Hill 1.75 225.00 398.76



Page: 2

Pittsburg County 10/31/2023
Account No: 519-05
Statement No: 26485

Hiland Partners

Total Current Waork 504.75

Balance Due $806.75

PLEASE REMIT PAYMENT TO: P.O. BOX 1387, CLINTON, OKLAHOMA 73601

TO ENSURE PROPER CREDIT, PLEASE REFERENCE YOUR ACCOUNT
NUMBER WITH PAYMENT

PLEASE MAKE CHECKS PAYABLE TO "TISDAL & O'HARA, PLLC"



TISDAL & O'HARA
814 FRISCO AVENUE
P.O. BOX 1387
CLINTON, OKLAHOMA 73601

PHONE: (580) 323-3964
FAX: (580) 323-3674

Pittsburg County

¢/o Michelle Fields, Assessor

115 East Carl Albert Pkwy - Rm 101
McAlester OK 74501

Scissortail Energy

10/12/2023
LA

10/16/2023
LA

10/17/2023
LA

SH

1 0/25/2023

PRIVILEGED AND CONFIDENTIAL

Previous Balance

Fees

SR
R —
~"'
Sy s
e

Account No:
Statement No:

Hours

0.25

0.13

0.07

0.06

0.27

Page: 1
10/31/2023
519-06
26486

$302.00



Page: 2

Pittsburg County 10/31/2023
Account No: 519-06
Statement No: 26486

Scissortail Energy

Hours
10/26/2023
) —
: _ ' 0.11
LA
: ) 0.12
SH
. . : 0.75
SH R 0.50
10/27/2023
SH
0.50
For Current Services Rendered 2.76 692.25
Recapitulation
Timekeeper Hours Rate Total
Luke Adams 0.95 $300.00 $285.00
Stacy Hill 1.81 225.00 407.25
Total Current Work 692.25
Balance Due $994.25

PLEASE REMIT PAYMENT TO: P.O. BOX 1387, CLINTON, OKLAHOMA 73601

TO ENSURE PROPER CREDIT, PLEASE REFERENCE YOUR ACCOUNT
NUMBER WITH PAYMENT

PLEASE MAKE CHECKS PAYABLE TO "TISDAL & O'HARA, PLLC"



TISDAL & O'HARA
814 FRISCO AVENUE
P.O. BOX 1387
CLINTON, OKLAHOMA 73601

PHONE: (580) 323-3964
FAX: (580) 323-3674

Page: 1
Pittsburg County 10/31/2023
c/o Michelle Fields, Assessor Account No: 519-08
115 East Carl Albert Pkwy - Rm 101 Statement No: 26487
McAlester OK 74501
Arkoma
Fees
Hours
10/12/2023
LA
0.50
MT r
0.50
10/13/2023
sH _
0.75
10/30/2023
LA
0.50
SH
0.75
10/31/2023
LA
0.33
SH (eSS T 0.75
For Current Services Rendered 4.08 1,055.25
Recapitulation
Timekeeper Hours Rate _Total

Mart Tisdal 0.50 $300.00 $150.00



Community EMS LLC

11/29/2023
To: Pittsburg County Commissioners and 911 Board.

Effective 12/04/2023 Community EMS, LLC will be expanding to Crowder Oklahoma.

Jeff A. Thompson — Owner / Director
918-923-1342

Jerry Sanford — Owner / Director
918-698-4845

Thank You!

PHONE (918) 923-1342
Mchlester, OK. 74502 | EMAIL  cemsofoklahoma@gmail.com

Community EMS




