
           
    

AGENDA FOR REGULAR BOARD MEETING
Tuesday, January 23, 2018 at 10:00 AM

BOARD OF SUPERVISORS HEARING ROOM
1415 MELODY LANE, BUILDING G, BISBEE, AZ 85603

ANY ITEM ON THIS AGENDA IS OPEN FOR DISCUSSION AND POSSIBLE ACTION

PLEDGE OF ALLEGIANCE

THE ORDER OR DELETION OF ANY ITEM ON THIS AGENDA IS SUBJECT TO MODIFICATION AT
THE MEETING

ROLL CALL  
Members of the Cochise County Board of Supervisors will attend either in person or by telephone, video or internet conferencing. 

The Board may permit public comment during the discussion of any item on this agenda. If you wish to be heard on a specific
item, please sign up to be heard using the ‘Specific Item’ on the speaker form provided, and please list the item about which you
wish to be heard. Persons will be permitted three minutes to speak.

 Note that some attachments may be updated after the agenda is published. This means that some
presentation materials displayed at the Board meeting may differ slightly from the attached version.

             

CALL TO THE PUBLIC
 

This is the time for the public to comment. Members of the Board may not discuss items that are not
specifically identified on the agenda. 
 

CONSENT
 

Board of Supervisors
 

1.   Approve the Minutes of the regular meeting of the Board of Supervisors of January 9, 2018.
 

Elections
 

2.   Approve the appointment of precinct committee member for the Democratic Party upon the
recommendation of the Party chair, Debbie Hickman for Precinct 32, SV COUNTRY CLUB,
Gail G. Hamp.

 

Finance
 

  



3.   Approve demands and budget amendments for operating transfers.
 

ACTION
 

County Attorney
 

4.   Approve Grant Agreement #2018-368 between the Cochise County Attorney's Office and the
Arizona Department of Public Safety in the amount of $318,643 for the Victim Witness Program
effective October 1, 2017 through September 30, 2020.

 

County Treasurer
 

5.   Approve the recommendation of the County Treasurer for the abatement of property taxes and
interest on personal property, and the removal of personal property tax liens on Treasurer's
Certificate of Clearance No. 2018-001.

 

Human Resources
 

6.   Adopt revisions to the Policy Controlling Access to and Use of County Vehicles and Equipment,
effective February 1, 2018.

 

Procurement
 

7.   Adopt revisions to the Purchasing Card Policy effective February 1, 2018.
 

STATE & FEDERAL LEGISLATION
 

8.   Discussion and possible action regarding state and federal legislative matters, including but not
limited to the items in the attached County Supervisors Association Legislative Policy
Committee Agenda and the proposed State budget.

 

REPORT BY EDWARD T. GILLIGAN COUNTY ADMINISTRATOR -- RECENT AND PENDING
COUNTY MATTERS
 

SUMMARY OF CURRENT EVENTS
 

Report by District 1 Supervisor, Patrick Call
 

Report by District 2 Supervisor, Ann English
 

Report by District 3 Supervisor, Peggy Judd
 

 
Pursuant to the Americans with Disabilities Act (ADA), Cochise County does not, by reason of a disability, exclude from

participation in or deny benefits or services, programs or activities or discriminate against any qualified person with a disability.
Inquiries regarding compliance with ADA provisions, accessibility or accommodations can be directed to Chris Mullinax,
Safety/Loss Control Analyst at (520) 432-9720, FAX (520) 432-9716, TDD (520) 432-8360, 1415 Melody Lane, Building F,

Bisbee, Arizona 85603. 

 
Cochise County Board of Supervisors

  



Cochise County Board of Supervisors
1415 Melody Lane, Building G    Bisbee, Arizona 85603

520-432-9200    520-432-5016 fax    board@cochise.az.gov
 

  



   
    Consent      1.             

Regular Board of Supervisors Meeting Board of Supervisors             
Meeting Date: 01/23/2018  
Minutes
Submitted By: Arlethe Rios, Board of Supervisors
Department: Board of Supervisors
Presentation: No A/V Presentation Recommendation: 
Document Signatures: # of ORIGINALS

Submitted for Signature: 
NAME 
of PRESENTER: 

n/a TITLE 
of PRESENTER: 

n/a

Mandated Function?: Source of Mandate 
or Basis for Support?: 

Information
Agenda Item Text:
Approve the Minutes of the regular meeting of the Board of Supervisors of January 9, 2018.

Background:
Minutes 

Department's Next Steps (if approved):
Signed minutes routed for processing and posted on the internet.

Impact of NOT Approving/Alternatives:
n/a

To BOS Staff: Document Disposition/Follow-Up:
Scan to OnBase and File.

Budget Information
Information about available funds

Budgeted: Funds Available: Amount Available:
Unbudgeted: Funds NOT Available: Amendment:

Account Code(s) for Available Funds
1:

Fund Transfers

Attachments
Minutes



PROCEEDINGS OF THE COCHISE COUNTY BOARD OF SUPERVISORS
REGULAR MEETING HELD ON

Tuesday, January 9, 2018

A regular board meeting of the Cochise County Board of Supervisors was held on Tuesday, January 9,
2018 at 10:00 a.m. in the Board of Supervisors’ Hearing Room, 1415 Melody Lane, Building G, Bisbee,
Arizona. 
 

Present: Ann English, Chairman; Patrick G. Call, Vice-Chairman; Peggy Judd, Member 

Staff
Present:

Edward T. Gilligan, County Administrator; Elda Orduno, Civil Deputy County Attorney;
Arlethe G. Rios, Clerk of the Board 

 

Chairman English called the meeting to order at 10:00 a.m.
 

ANY ITEM ON THIS AGENDA IS OPEN FOR DISCUSSION AND POSSIBLE ACTION

PLEDGE OF ALLEGIANCE

THE ORDER OR DELETION OF ANY ITEM ON THIS AGENDA IS SUBJECT TO MODIFICATION AT
THE MEETING

 

               

CALL TO THE PUBLIC

Chairman English opened the call to the public.

No one chose to speak and Chairman English closed the call to the public. 
 

This is the time for the public to comment. Members of the Board may not discuss items that are not
specifically identified on the agenda. 
 

CONSENT
 

Board of Supervisors
 

1. Approve the Minutes of the regular meeting of the Board of Supervisors of December 19,
2017.

  

 

Finance
 

2. Approve demands and budget amendments for operating transfers.

Vice-Chairman Call moved to approve items 1-2 on the consent agenda. Supervisor Judd
seconded the motion and it carried unanimously.

  

 

PUBLIC HEARINGS
 

  



 

Community Development
 

3. [ITEM TABLED FROM DECEMBER 19, 2017 MEETING]: Adopt Resolution 17-24
abandoning portions of public easements as depicted in the Survey entitled Deer Haven
Ranches, more particularly described in said Resolution.

Supervisor Judd moved to remove this item from the table. Vice-Chairman Call seconded the
motion.

Chairman English called for the vote and it was approved 3-0.

Ms. Teresa Murphy, Right-of-Way Agent, Community Development, presented this item. Ms.
Murphy said that this item was tabled in order to give Southwest Gas the opportunity to
comment on the abandonment. She added that Southwest Gas had sent a letter dated
December 19, 2017 confirming that this abandonment would not impact their operations and
supporting the abandonment. 

Chairman English opened the public hearing.

No one chose to speak and Chairman English closed the public hearing.

Vice-Chairman Call moved to adopt Resolution 17-24 abandoning portions of public
easements as depicted in the Survey entitled Deer Haven Ranches, more particularly
described in said Resolution. Supervisor Judd seconded the motion.

Chairman English called for the vote and it was approved 3-0.

  

 

ACTION
 

Board of Supervisors
 

4. Approve the over-the-counter sale of tax deed properties as set forth in the attached Exhibit
A, plus related administrative fees.

Ms. Rios presented this item. She said that there had been two bids received for 15 parcels
for a total sale of $2,650 ($2,500 for the bids and $150 in administrative fees).

Supervisor Judd moved to approve the over-the-counter sale of tax deed properties as set
forth in the attached Exhibit A, plus related administrative fees. Vice-Chairman Call
seconded the motion.

Chairman English called for the vote and it was approved 3-0.

  

 

REPORT BY EDWARD T. GILLIGAN COUNTY ADMINISTRATOR -- RECENT AND PENDING
COUNTY MATTERS

Mr. Gilligan said that staff was currently preparing next year's budget.
 

SUMMARY OF CURRENT EVENTS
 

Report by District 1 Supervisor, Patrick Call

  



Report by District 1 Supervisor, Patrick Call

Vice-Chairman Call said he would be attending the following meetings: Southeast Arizona
Communications (SEACOM) Center Board Meeting, Cochise County Recharge Network
(CCRN) Meeting, and the Border Patrol Stakeholders Meeting. He also mentioned an issue
with the Bisbee Effluent and the impact on neighboring land owners. 

 

Report by District 2 Supervisor, Ann English

Chairman English deferred her report. 
 

Report by District 3 Supervisor, Peggy Judd

Supervisor Judd stated she would be attending the Wings Over Willcox event and there would
be a group presenting on ground water pumping for the local residents.

 

Chairman English adjourned the meeting at 10:15 a.m.
 
APPROVED:

_____________________________________
Ann English, Chairman

ATTEST:

______________________________________
Arlethe G. Rios, Clerk of the Board

 

  



   
    Consent      2.             

Regular Board of Supervisors Meeting Elections             
Meeting Date: 01/23/2018  
Approve Appointment of Democratic Precinct Committee Member
Submitted By: Martha Rodriquez, Elections
Department: Elections & Special Districts
Presentation: No A/V

Presentation
Recommendation: Approve

Document Signatures: BOS Signature
NOT Required 

# of ORIGINALS 
Submitted for Signature: 

0

NAME 
of PRESENTER: 

N/A TITLE 
of PRESENTER: 

N/a

Docket Number (If applicable): 
Mandated Function?: Federal or State

Mandate 
Source of Mandate 
or Basis for Support?: 

§16-821

Information
Agenda Item Text:
Approve the appointment of precinct committee member for the Democratic Party upon the
recommendation of the Party chair, Debbie Hickman for Precinct 32, SV COUNTRY CLUB, Gail G.
Hamp.

Background:
Requested by Cochise Democratic Party Chair, Debbie Hickman and verified as eligible by Cochise
County Elections Department ( see attached form)

Department's Next Steps (if approved):
Elections department will prepare a letter to approved precinct committee member w/copy to Party Chair,
Debbie Hickman. Elections Department will create a file for approved precinct committee member and
update list/post on website.

Impact of NOT Approving/Alternatives:
Vacancies will exist in these positions.

To BOS Staff: Document Disposition/Follow-Up:
BOS Staff to notify Elections of the outcome of BOS decision on this item.

Attachments
1.5.18Appointment







   
    Consent      3.             

Regular Board of Supervisors Meeting Finance             
Meeting Date: 01/23/2018  
Demands
Submitted By: Arlethe Rios, Board of Supervisors
Department: Board of Supervisors
Presentation: No A/V Presentation Recommendation: 
Document Signatures: # of ORIGINALS

Submitted for Signature: 
NAME 
of PRESENTER: 

n/a TITLE 
of PRESENTER: 

n/a

Mandated Function?: Source of Mandate 
or Basis for Support?: 

Information
Agenda Item Text:
Approve demands and budget amendments for operating transfers.

Background:
Auditor-General's requirement for Board of Supervisors to approve.

Department's Next Steps (if approved):
Return to Finance after BOS approval.

Impact of NOT Approving/Alternatives:
Board of Supervisors will not be in compliance with State law.

To BOS Staff: Document Disposition/Follow-Up:
Return to Finance after BOS approval.

Budget Information
Information about available funds

Budgeted: Funds Available: Amount Available:
Unbudgeted: Funds NOT Available: Amendment:

Account Code(s) for Available Funds
1:

Fund Transfers

Attachments
No file(s) attached.



   
    Action      4.             

Regular Board of Supervisors Meeting County Attorney             
Meeting Date: 01/23/2018  
Approve Grant Award - Federal Grant 2016-VA-GX-0046, CFDA #16-575. Grant Agreement #2018-368 Amount of: $318,643.00
Submitted By: Sue Blanchard, County Attorney
Department: County Attorney
Presentation: No A/V Presentation Recommendation: Approve

Document Signatures: BOS Signature NOT Required  # of ORIGINALS 
Submitted for Signature: 

0

NAME 
of PRESENTER: 

N/A TITLE 
of PRESENTER: 

N/A

Mandated Function?: Federal or State Mandate  Source of Mandate 
or Basis for Support?: 

Title 13, Chapter 40

You will use this Agenda Item template if your item involves a Grant (whether a new or renewal grant).  You also must attach the
Grant Approval Form to the item before Finance will approve it. Select the SPECIAL LINKS on your left-hand menu and Click on
"Grant Approval Form". Then complete the form, save it and attach it to your item (on the Attachments tab). 

Information
Agenda Item Text:
Approve Grant Agreement #2018-368 between the Cochise County Attorney's Office and the Arizona Department of Public
Safety in the amount of $318,643 for the Victim Witness Program effective October 1, 2017 through September 30, 2020.

Background:
The award amount of $318,643.00 is to be used by the Cochise County Attorney’s Victim Witness Program to provide victim
assistance services for 3 fiscal years as follows: FY 17-18 in the amount of $104,267.00, FY18-19 in the amount of $105,947.00
and FY19-20 in the amount of $108,429.00. These funds, along with the required matching funds provide for the 2 full time
Victim Advocates’ salaries and part of a Program Manager’s salary, to provide quality services to victims of crime throughout
Cochise County. The Victim Advocates will spend a portion of their time in the lower courts to ensure that Cochise County crime
victims are aware of and receive the full gamut of victim services, and provide a portion of their time to victims of violent felony
crimes in the Cochise County Superior Court. The Program Manager position will provide criminal justice system assistance in
the superior court and lower court, compensation assistance, notification, administer the program through grant writing and
administration, budget development and administration, statistical data preparation, and develop and implement policies and
procedures. The positions funded by this grant will also perform mandated services with a workload of approximately 300
notifications to victims per month.

Fiscal Impact & Funding Sources: Fund 130 -VOCA Grant Award $318,643.00. Must match $79,661.00 with the grant as follows:
General funds - (currently budgeted) Victim Witness personnel salaries and ERE’s match of $79,661.00. Additional monies from
General Funds are not required.

Department's Next Steps (if approved):
Once approved by the Board, the Department will forward the paperwork to the Arizona Department of Public Safety for their final
approval, signature and funding.

Impact of NOT Approving/Alternatives:
If not funded, the positions under this grant will not exist and Cochise County crime victims will be underserved; provided with a
minimum of victim assistance; or no assistance at all. Cochise County desperately needs the VOCA Grant in order to maintain its
Victim Advocacy Project. The positions funded by this grant will also perform mandated services with a workload of
approximately 300 notifications to victims per month. If notifications are not done or done in a timely manner it places the County
in a liability position.

To BOS Staff: Document Disposition/Follow-Up:
Advise CAO upon Board approval. Send a certified copy of the Board Minutes approving the agreement, as soon as they are
available, to CAO.

Budget Information
Information about available funds

Budgeted: Funds Available: Amount Available:



Unbudgeted: Funds NOT Available: Amendment:
Account Code(s) for Available Funds
1:

Fund Transfers
Fiscal Year: 2017-2018

One-time Fixed Costs? ($$$): -0-
Ongoing Costs? ($$$): -0-

County Match Required? ($$$): 78,000
A-87 Overhead Amt? (Co. Cost Allocation $$$): 39.32%

Source of Funding?: General Funds
Fiscal Impact & Funding Sources (if known):
Three (3) Fiscal Years: 2017-2018; 2018-2019; 2019-2020

Fund 130 -VOCA Grant Award $318,643.00.
Must match $79,661.00 with the grant as follows: General funds - (currently budgeted) Victim Witness personnel salaries and
ERE’s match of $79,661.00. Additional monies from General Funds are not required.

Attachments
VOCA - Cochise County Grant Approval Form #2018-263
DPS Grant Agreement No. 2018-263



COCHISE COUNTY GRANT APPROVAL FORM

Date Prepared:

Briefly describe purpose of grant:

10/2010

Form Initiator: Department/Division:

Telephone:

Grant Title:Grantor:

Fund No/Dept. No: Note: Fund No. will be assigned by the Finance Department if new.

NoYesNew Grant Amendment No. Increase $ Decrease $

If amendment, provide reason:

If this is a mandated service, cite source. If not mandated, cite indications of local customer support for this service:

If yes, dollar amount $NoYesIs County match required?

Identify Funding Source:NoYesHas this amount been budgeted?

Federal Catalog of Federal Domestic Assistance (CFDA) No:

Method of collecting grant funds: Lump sum payment Quarterly payments Draw Reimbursement

Is revertment of unexpended funds required at end of grant period? Yes No

a) Total A-87 cost allocation

b) Amount of overhead allowed by grant County subsidy (a-b)

NoYesDoes Grantor accept indirect costs as an allowable expenditure?

If yes, dollar amount $ %OR percentage allowed

Number of new positions that will be funded from grant: Number of existing positions funded from grant:

To:From:Grant Term

Funding Sources Federal Funds 332.100 State Funds 336.100 County Funds 391.000 Other Total

Current Fiscal Year

Remaining Years

Total Revenue









































   
    Action      5.             

Regular Board of Supervisors Meeting County Treasurer             
Meeting Date: 01/23/2018  
Abatement of property taxes and the removal of tax liens on Treasurer's Certificate of Clearance No. 2018-001.
Submitted By: Pam Munsey, County Treasurer
Department: County Treasurer
Presentation: No A/V Presentation Recommendation: Approve

Document Signatures: BOS Signature Required  # of ORIGINALS 
Submitted for Signature: 

1

NAME 
of PRESENTER: 

Catherine L. Traywick TITLE 
of PRESENTER: 

Treasurer

Mandated Function?: Federal or State Mandate  Source of Mandate 
or Basis for Support?: 

42-19118 

Docket Number (If applicable): 

Information
Agenda Item Text:
Approve the recommendation of the County Treasurer for the abatement of property taxes and interest on personal property, and
the removal of personal property tax liens on Treasurer's Certificate of Clearance No. 2018-001.

Background:
Pursuant to A.R.S. 42-19118, after a diligent search by this Office and the Sheriff's Department, we have determined that the
property that was subject to the taxes was removed, destroyed and no longer has any real value that would warrant collection.
We are requesting to abate property on the Treasurer's Certificate of Clearance No. 2018-001, the authority to delete the taxes
from the collection list.

Department's Next Steps (if approved):
If approved, sign the Treasurer's Certificate of Clearance No. 2018-001 and return copy to Treasurer’s office.

Impact of NOT Approving/Alternatives:
Cost of pursuing the collection procedures of personal property would continue to increase with no return revenue.

To BOS Staff: Document Disposition/Follow-Up:
Signature required on approved Certificate’s of Clearance

Budget Information
Information about available funds

Budgeted: Funds Available: Amount Available:

Unbudgeted: Funds NOT Available: Amendment:
Account Code(s) for Available Funds
1:

Fund Transfers
Fiscal Year: 2017-2018

One-time Fixed Costs? ($$$): -1057.83
Ongoing Costs? ($$$):

County Match Required? ($$$):
A-87 Overhead Amt? (Co. Cost Allocation $$$):

Source of Funding?:
Fiscal Impact & Funding Sources (if known):
A.R.S. 42-18351 The cost of pursuing the statutory lien sale and collection procedures of the seizure and sale of personal
property would exceed the revenue that could be derived.



Attachments
Treasurer's Certificate of Clearance 2018-001











   
    Action      6.             

Regular Board of Supervisors Meeting Human Resources             
Meeting Date: 01/23/2018  
Revisions to Use of County Vehicles and Equipment Policy
Submitted By: Kelley Jones, Human Resources
Department: Human Resources
Presentation: No A/V Presentation Recommendation: Approve

Document Signatures: BOS Signature NOT
Required 

# of ORIGINALS 
Submitted for Signature: 

0

NAME 
of PRESENTER: 

Julie Morales TITLE 
of PRESENTER: 

Human Resources
Director

Docket Number (If applicable): 
Mandated Function?: Not Mandated  Source of Mandate 

or Basis for Support?: 

Information
Agenda Item Text:
Adopt revisions to the Policy Controlling Access to and Use of County Vehicles and Equipment, effective
February 1, 2018.

Background:
Recommendation: Last year, the Board of Supervisors adopted the “Policy Controlling Access to and
Use of County Vehicles and Equipment”, formally known as the “Vehicle Use and Accident Review
Policy”. 

A review of the policy over the first year of its implementation revealed a need to clarify portions of the
policy. These proposed amendments are consistent with the original intent of the policy and are practical
changes intended to strengthen that intent.

Background: The Cochise County Board of Supervisors has the authority to adopt County personnel
policies outlining how personnel administration is addressed within County Government. As described
above, the “Policy Controlling Access to and Use of County Vehicles and Equipment” (formally known as
the “Vehicle Use and Accident Review Policy”), was adopted last year. This action proposes
amendments to that policy to be effective February 1, 2018. 

Department's Next Steps (if approved):
Human Resources will revise the Cochise County Human Resources Policies Manual to reflect the
changes and will communicate the policy changes to employees through a variety of means.

Impact of NOT Approving/Alternatives:
The existing policy would remain in effect.

To BOS Staff: Document Disposition/Follow-Up:
None. 



Attachments
VUP Revisions



POLICY CONTROLLING ACCESS TO AND USE OF COUNTY VEHICLES AND EQUIPMENT

PURPOSE:  The purpose of this policy is to set forth guidelines regarding the use, assignment, and care 
of county vehicles and motorized equipment.

CRITERIA/REQUIREMENTS: This policy establishes and defines the methods and qualifying criteria used 
by the county to meet business transportation needs of elected officials, employees and volunteers. 

DEFINITIONS:  As used in this policy, unless the context requires otherwise. 

Appointing Authority: A Cochise County elected official, administrator, or department head.

Assigned Vehicle: A County vehicle that Fleet Services assigns to an employee or to a department for 
facilitation of county business.

Business Travel:  Business travel refers to the actual miles driven while conducting county business, 
minus commute miles. 

Commute Miles:  Commute miles refers to the round-trip distance from an employee’s residence to his 
or her regular place of work. 

County Vehicle:  A vehicle or piece of equipment that is owned, rented, or leased by the county or 
used by the county through an interagency cooperative agreement. 

Employees:  All regular (full and part-time) and temporary paid County personnel, including both 
classified and unclassified staff as well as appointing authorities. 

Incident:  Any event in which a County vehicle is damaged or strikes, bumps, or otherwise contacts 
another vehicle, object, or person during operation. 

Regular Place of Work:  The location to which a person is assigned and normally works. 

Personal Vehicle:  A vehicle, other than a county vehicle, used on county business that is provided by 
an employee, elected official, contractor or a volunteer. 

Pool Vehicle:  A county vehicle that Fleet Services provides departments to facilitate temporary travel.

Unacceptable Driving Record:  Any of the following:

1. Within the last three years, conviction arising from one or more of the following offenses: 

∑ Driving while under the influence of intoxicants, ARS 28-1381; 28-1382; or, 28-1383. 
• Failure to perform duties of driver when personal injury occurs or property is damaged, ARS 

28-661; or, 28-662
• Reckless driving, ARS 28-693 
• Aggressive driving, ARS 28-695 
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• Unlawful flight from pursuing law enforcement vehicle, ARS 28-622.01
• Driving with a suspended, revoked or cancelled driver’s license, ARS 28-3473. 

2.  Within the last 12 months, admission of guilt, finding of responsibility or conviction of three or 
more traffic violations, civil or criminal.

3. Within the last 12 months, three at-fault driving incidents in county vehicles, misuse of a county 
vehicle, or commission of a criminal offense in a county vehicle. 

The provisions of subsections 1 and 2 of this section shall not apply to convictions or citations 
received by current employees prior to February 1, 2017.  

Volunteer:  An individual serving at the county’s behalf without compensation.  

STATEMENT OF POLICY:

A. It is the policy of Cochise County to provide for safe, reliable and economical business 
transportation for employees, volunteers, and elected officials through procedures that support 
the following policy direction.

1. Transportation requirements shall be met by using the most economical, safe and reliable 
methods available. 

2. The county fleet shall be operated in a manner that minimizes the number of vehicles and 
equipment required to effectively meet business transportation needs.

3. The county fleet shall be maintained in a mechanically sound condition and operated in a safe 
and legal manner. 

4. Operators of county vehicles and equipment shall be properly trained and licensed. The extent 
of the training provided will vary with the operator’s experience and the complexity of the 
vehicle or equipment assigned. 

5. Appropriate economic criteria and operational needs shall be evaluated when making vehicle 
and equipment purchase and disposal decisions. 

6. The full cost of all county vehicles and equipment will be identified and allocated to county 
departments and offices by Fleet Services. 

B. County vehicles are the preferred choice for business transportation. If the use of a county vehicle 
(Department assigned or Pool vehicles) is not practicable and/or available, Private Mileage 
Reimbursement (PMR) may be used.

C. Fleet Services will assign vehicles and maintain records in order to serve the interests of the County 
and meet the business transportation needs of employees and volunteers. 
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D. Fleet Services will monitor utilization rates, estimated vehicle costs (EVC), and recommend 
modifications as necessary. 

E. County Administration will develop procedures required to execute this policy. County 
departments and offices are responsible for distributing and applying these policies and 
procedures, as appropriate. 

F. Personal use of county vehicles, except as expressly allowed herein, is prohibited (See also, Cochise 
County Travel Policy, Section VI. Transportation, C. County Vehicles). 

1. While on authorized travel status, an employee may use a County vehicle to obtain meals and 
for incidental personal use within a reasonable distance of the official business or place of 
temporary lodging.

2. While traveling within Cochise County, a personal stop for meals or other necessities is 
permissible only when the following conditions are met: 

a. It occurs between business destinations or from and to the duty site. 
b. It adds limited incidental mileage to the vehicle. 

G. County vehicles shall have county logos and numbers applied in a standard format by Fleet 
Services.  Removing these identifiers and/or applying nonconforming stickers, decals and logos is 
prohibited. Any exceptions require written approval of the Fleet Services Director, Internal Services
Administrator or the County Administrator. 

H. Elected Officials, employees and volunteers planning to use a county vehicle for out of state travel 
shall consult with and receive written permission from the County Administrator or his/her 
designee prior to traveling.  The following additional conditions apply:

1. Travel into the Republic of Mexico requires approval from the Risk Management Division prior 
to travel and notice upon return. 

2. Travel into New Mexico while in route between two in-county sites does not require specific 
written authorization.

I. It is the responsibility of the appointing authority to address violations of this policy and administer 
appropriate disciplinary action in a manner consistent with Cochise County Merit Rules.  

J. The County Administrator shall have final authority for administering, interpreting, and applying 
the terms of this policy. 

VEHICLE USE AND ASSIGNMENT

A. DEPARTMENT-ASSIGNED VEHICLES OR POOL VEHICLES 

1. Consistent with this policy, authorization for the use of vehicles that are assigned to 
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departments shall be provided by the appointing authority or his/her designee, for 
employees and volunteers within that Department.

2. Fleet Services shall maintain a pool of vehicles which are available for intermittent use 
or short-term (less than seven (7) days) assignment to a department or individual. The 
Department’s appointing authority must authorize the use of pool vehicles. Persons 
using pool vehicles shall complete the required forms for each use of a vehicle. 

3. Pool vehicles may be assigned for temporary work-to-home use in situations where the 
vehicle operator is reporting to a temporary work site and such accommodation 
provides a definable benefit to the county and is compliant with IRS regulations for non-
taxable assignments. 

4. The County Administrator and department directors may temporarily assign an available 
county vehicle (work-to-home use) during a disaster, inclement weather or other such 
circumstance for which the employee or volunteer may need to respond during regular 
business and/or after hours to work related situations. All other provisions of the 
Vehicle and Equipment Use policy are applicable. 

B.  INDIVIDUAL ASSIGNMENT OF A COUNTY VEHICLE

1.   At the request of an appointing authority, Fleet Services may assign a County vehicle to 
an individual for full-time work use when it is clearly demonstrated that a more efficient 
use of County resources will result from permanent individual assignment, or when it is 
an operational requirement of the requesting Department. 

2.   Under the following circumstances, individuals assigned a county vehicle may be 
granted additional authorization for work-to-home use:

a.  Individual Assignment with Work-To-Home Use - Not Taxable.

i. Vehicles assigned for use by sworn law enforcement officers may be 
granted work-to-home privileges by the appointing authority.

ii. Employees reporting to a temporary work site may be granted work-
to-home county vehicle use privileges upon request of the appointing 
authority and approval of the county administrator.

iii. In all circumstances, requests for non-taxable work-to-home use shall 
be evaluated based on the definable benefit of such assignment to 
the county and compliance with IRS regulations for non-taxable 
assignments.

iv. The county administrator has the authority to revoke non-taxable 
work-to-home privileges when there no longer exists a definable 
benefit to the county. 

b. Individual Assignment with Work-To-Home Use - Taxable. 



Page 4

i. Positions requiring 24-hour response and/or travel to multiple work 
sites may be authorized for work-to-home use of county vehicles 
upon request of the appointing authority and approval of the county 
administrator.  

ii. Requests for work-to-home use will be evaluated based on the 
definable benefit of such assignment to the County and compliance 
with IRS regulations for taxable benefits.

iii. Employees assigned vehicles with taxable work-to-home use shall 
submit quarterly vehicle use reports to the finance department.  Each 
day of work-to-home use shall be documented and the corresponding 
value of use will be reported annually to the IRS as income. 

C. PERSONAL VEHICLE

1. The use of a personal vehicle to conduct official county business requires advance 
approval of the appointing authority, “approved driver” status (see Section F under 
Operator Licensing) and shall be reimbursed by the County pursuant to the Cochise 
County Travel Policy, Section VI. Transportation, A. Privately-Owned Vehicle. 

2. Mileage Reimbursement as provided for in the Travel Policy is considered full payment 
(including depreciation, insurance, maintenance, fuel and other operating costs) for 
personal vehicle use in lieu of a county vehicle. 

3. A Personal Vehicle Allowance (PVA) may be offered to senior county management as 
part of a base benefit plan. 

a. Changes to the Personal Vehicle Allowance (PVA) amount may be approved by the 
County Administrator with notice and appropriate justification provided to the 
Board of Supervisors thirty (30) days prior to the effective date. 

b. PVA payments are subject to Federal Income Tax and shall be reported by the 
County to IRS on Form W-2 as taxable income. 

c. Recipients of PVA shall be restricted from using a county vehicle except as approved 
by the County Administrator and reimbursed by the employee.

d. PVA shall be considered full payment (including depreciation, insurance, 
maintenance, fuel and other operating costs) for personal vehicle use in lieu of a 
county vehicle. 

4. Elected Officials, employees and volunteers who receive a reimbursement and/or 
allowance for private vehicle use are advised to discuss tax issues with their individual 
tax consultants. 

INSURANCE
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A. Drivers using a personal vehicle for county business shall carry adequate personal vehicle 
liability insurance as required under Arizona law and shall submit insurance documentation 
to the Human Resources Department. 

B.  Drivers using a personal vehicle for county business shall immediately notify the Human 
Resources Department of any change in insurance that affects compliance with this policy. 

OPERATOR LICENSING

A.  All persons operating a vehicle on county business shall possess a license valid to drive in 
Arizona and shall maintain an acceptable driving record.  

B.  Operators of vehicles or equipment requiring a special class license and/or endorsement, 
shall possess the same prior to operating such vehicles or equipment, or shall be in 
possession of an Arizona CDL instruction permit and under appropriate supervision. 

C.  Employees and volunteers who operate any vehicle for county business are responsible for 
notifying their immediate supervisor of any restrictions, limitations, or other change in their 
driving status. Notification is required immediately upon the earlier of the occurrence of an 
event causing the restriction, the imposition of a limitation or change in driving status or the 
receipt of notification thereof.  Failure to do so may result in a disciplinary action for the 
employee or dismissal of the volunteer. 

D. Elected officials operating a vehicle on county business shall possess a license valid to drive 
in Arizona and immediately notify the County Administrator of a suspension, revocation, or 
cancellation of their license. 

E. Applicants for positions in job classifications that require a license valid to drive in Arizona 
will be required to provide their driver’s license number to Human Resources for use in 
verifying the validity of their license and the acceptability of their driving record. An 
applicant for a position in a job classification that requires a license valid to drive in Arizona 
found to have an invalid license or unacceptable driving record shall be removed from 
further consideration for employment with the county. 

F. Employees in job classifications where driving is not required, but may be an incidental part 
of the job, may choose whether or not to provide their driver’s license number to the 
County. If the employee chooses not to provide a driver’s license number, does not have a 
license valid to drive in Arizona, or provides a driver’s license number and is found to have 
an invalid license or unacceptable driving record, the employee will be designated a “non-
driver” and may not drive any vehicle for any reason on County business. Notice of “non-
driver” status will be given to the employee and to the appointing authority.

G. Employees in job classifications where a license valid to drive in Arizona is required or who 
choose to voluntarily provide their driver’s license number under subsection (F) will have 
their driving records verified through the Arizona Department of Motor Vehicles (DMV). The 
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Human Resources Department, Risk Management Division will notify the employee’s 
supervisor in the event that: 

1.  An employee’s driving record is unacceptable; 

2. An employee’s driver’s license has been or is scheduled to be suspended, revoked or 
cancelled by DMV. 

H. Suspension, revocation or cancellation of an employee’s driver’s license when a driver’s 
license is required for the employee’s job classification or when the employee operates any 
vehicle as an incidental part of their job duties, may subject the employee to disciplinary 
action up to and including termination. 

SAFETY

A.  Prior to being assigned to operate county vehicles and/or equipment, employees and 
volunteers shall receive proper training/instructions from their department. The extent of 
the training provided will vary with the operator’s experience and the complexity of the 
vehicle or equipment assigned.

B. Operators of and passengers in any vehicle and/or equipment operated on county business 
shall wear seat belts.

C.   Operators of county vehicles and equipment shall exercise all reasonable caution and care 
while operating county vehicles and equipment. 

D. Operators of county vehicles shall not use a cellular device, tablet, or mobile data computer 
in any capacity (to include talking, texting, or dialing) while operating a county vehicle in 
traffic, except when the vehicle is equipped with factory or fleet installed hands-free 
equipment. 

E. While fueling vehicles, operators and passengers shall not smoke or use cellular devices.

F. Illegal Drugs: No person shall operate any vehicle or equipment on county business while 
under the influence of, or in possession of, any illegal drug, except for the transportation of 
such drugs that have been confiscated as evidence. 

G. Alcoholic Beverages: No person shall operate any vehicle or equipment on county business 
with any measurable quantity of alcohol in his/her system.  within four (4) hours of having 
consumed an alcoholic beverage or while legally under the influence of alcohol. County 
vehicles shall not be used to transport alcoholic beverages under any circumstances, except 
for the transportation of such beverages that have been confiscated as evidence, or used in 
intoxication detection training conducted by law enforcement personnel. 
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H. Prescription and Over-the-counter Drugs: No person shall operate any vehicle or equipment 
on county business if taking any medications that may impair or impact his or her ability to 
operate a vehicle safely. Employees and volunteers taking medications that may impact or 
impair their ability to safely operate a vehicle and/or equipment shall immediately notify 
their manager and/or supervisor. 

VEHICLE OPERATIONS

A. Operators of county vehicles and equipment shall obey the traffic laws, operator licensing 
requirements, vehicle dimension and weight limits and vehicle equipment requirements of 
the Arizona Revised Statutes, Title 28, Transportation.

B. Employees operating county vehicles and equipment shall report every instance of contact 
with a law enforcement official, excluding routine Border Patrol checkpoint contact, to their 
immediate supervisor no later than the next business day.  Contact may include, but is not 
limited to, verbal warnings regarding traffic law violations, written warnings, and 
questioning during the course of investigation.

C. Smoking is prohibited in all county vehicles and equipment at all times.

D. PASSENGERS AND ANIMALS: 

1.  Passengers in any county vehicle are permitted only when their presence serves an 
official county business function. 

a. Spouses may accompany employees on official County business in a County-owned 
vehicle only with the approval of the appointing authority (see also Pursuant to 
Cochise County Travel Policy, Section VI. Transportation, C. 4.). 

2. Transportation of animals is prohibited except for the following: 

a. Live animals are permitted to be transported in Sheriff’s Office vehicles as necessary 
during the conduct of official police business. 

b. Animals are permitted to be transported in Animal Control vehicles in the specialized 
containment structures designed to transport such animals.

c. Deceased animals may be transported in trucks and trailers for disposal purposes if
done in a manner consistent with the county’s established standards for such activity.

E. Vehicle and equipment operators are responsible for reporting mechanical problems to 
department supervisors. County departments and offices are responsible for reporting any 
and all vehicle and equipment mechanical problems to Fleet Services as soon as possible. 
Vehicle operators are also responsible for returning assigned vehicles to Fleet Services when 
scheduled service is due.
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F. Vehicle operators shall be responsible for fueling vehicles at approved locations.  

G. County vehicle and equipment operators shall be responsible for checking oil and water 
levels, tire pressure and condition while fueling, or not less than once per month.  
Alternatively, operators may bring their vehicles to Fleet Services during business hours to 
have these basic safety and maintenance checks performed monthly. 

H. Operators shall maintain the cleanliness of county vehicles and equipment.  Fleet Services 
provides vehicle cleaning Monday through Thursday between the hours of 8 a.m. and 2 
p.m.

I. Any modification to county vehicles must be pre-approved and completed by Fleet Services.

J. Parking fees associated with county business are reimbursable upon receipt of proper 
documentation. Parking tickets are the responsibility of the driver receiving the ticket and 
should be resolved in a timely manner. 

K. Only county vehicles designated for towing shall be used for such a purpose and at no time 
shall a county vehicle be used to tow personal property, nor shall a personal vehicle be used 
to tow county property.

L. CITATIONS: 

1. Any employee or volunteer acting on county business, whether or not operating a 
county vehicle, who receives a traffic citation, shall immediately advise his or her 
supervisor and provide a copy of the citation no later than the next business day.

2. Any employee acting on county business, whether or not operating a county vehicle, 
who is cited and convicted of any traffic violation may be disciplined in accordance with 
Cochise County Merit System Rules. In cases where driving is a job requirement, this 
may result in an inability to perform assigned work if it causes the employee to have an 
unacceptable driving record.

3. All costs associated with any citation are the exclusive responsibility of the vehicle 
operator. 

M. INCIDENTS: 

1. County vehicle operators involved in any vehicle incident, regardless of severity shall:  

a. Follow the on-scene procedures detailed on the incident response instructions located 
in the vehicle’s glove compartment.

b. Submit a Vehicle/Equipment Incident Damage/Loss Report to the appointing authority 
by 5pm on the next business day.  
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2. Managers and/or appointing authorities advised of a vehicle incident shall:

a. Electronically submit the completed Vehicle/Equipment Incident Report, including 
the Appointing Authority’s comments, to Fleet Management within two business 
days. 

b. Confer with Fleet Services and Risk Management to determine what other 
information is needed and what the next steps should be in the evaluation and 
assessment.

3. Any employee involved in a motor vehicle incident, regardless of the nature or severity, 
while on county business may be subject to disciplinary action. Incidents shall be 
investigated by the employee’s department and findings submitted to Risk 
Management, Fleet Services and the County Administrator for review.

4. Making false statements on vehicle incident reports is strictly prohibited and could 
result in disciplinary or legal action.

5. All incidents shall be reviewed by the Incident Risk Review Board.

A. The IRRB shall be composed of:

1.  Deputy County Administrator and/or Internal Services Administrator

2.  Fleet Services Director

3.  Risk Manager

4.  A representative from each of the following departments:  County Sheriff, 
Highway & Floodplain, Solid Waste, and the Courts

5.  Additional county employees appointed by the Board of Supervisors

B.  The Deputy County Administrator and/or Internal Services Administrator may 
request additional representatives join the IRRB for a specific meeting to ensure the 
IRRB has adequate expertise.  In addition, the IRRB may request assistance from an 
external expert (for example an insurance investigator or representative from the 
Arizona Counties Insurance Pool).

C.  The Incident Risk Review Board (IRRB) shall:

a. Meet quarterly to review vehicle incident reports and statistics.

b. Make recommendations regarding changes in workplace practices, equipment, 
training, etc., in order to prevent incident recurrence. 
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c. Review operating procedures, safety practices and procedures at various work sites 
where County vehicles are deployed, in order to identify positive interventions, 
training opportunities and safety protocols to reduce the number and severity of 
incidents. 

d. Convene for special meetings if requested by an Appointing Authority, IRRB 
Committee Member, or the County Administrator to review or assist in the 
evaluation and assessment of a specific incident.

e. Review the response to incidents (as determined by the Appointing Authorities) on 
at least a quarterly basis, for the purpose of ensuring consistent application of this 
policy and to make written recommendations to the County Administrator regarding 
additional action which may be necessary to protect the interests of the County.   

CORRECTIVE ACTION

ADMINISTRATION OF POLICY

DRIVING PRIVILEGES 

A. Operating a vehicle or equipment on County business County Vehicle is a privilege which 
may be suspended by the appointing authority or the County Administrator. Reasons for 
suspending the privilege of operating County-owned vehicles or equipment, or privately-owned 
vehicles on County business include:

a. Failure to comply with the requirements of this policy. 

b. Commission of any criminal traffic offense with a county vehicle. 

c. Commission of multiple civil or criminal traffic violations, whether within a 
county vehicle or a Privately-Owned Vehicle.

d. Causing physical injury to any person while operating a vehicle/equipment for 
County business.

e. To protect the interests of the County.

B. The appointing authority must immediately suspend an employee’s driving privilege for:

a. A violation of Section VI, the “Operator Licensing” section of this policy;
b. The finding of an unacceptable driving record; 
c. or During the period of investigation of an incident involving physical injury to 

any person or 
d. During the period of investigation or suspicion of a violation of the “Safety” 

subsections F, G or H of this policy.  
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C. The Driving privileges suspended for these reasons pursuant to subsections A or B may not 
be reinstated without written authorization from the County Administrator.

D. Disciplinary action for violations of this policy is the responsibility of the appointing 
authority and must be administered in a manner consistent with Cochise County Merit Rules.
(Moved to “Statement of Policy” section)

E. Notwithstanding any action or response discipline imposed by an appointing authority, the 
County Administrator may suspend or revoke an employee’s driving privilege. authorization 
to operate a County vehicle to protect the interests of the County or based upon the 
recommendation of the Incident Risk Review Board. 

1. Any appeal of the revocation of driving privileges shall be made to the Board of Supervisors.
Revocation of driving privileges may be appealed to the Board of Supervisors.

a. Appeals must be made in writing and filed with the Clerk of the Board.
b. The Clerk of the Board shall furnish all Board members and the County 

Administrator with copies of the appeal and shall enter the appeal for action at a 
regularly scheduled Board hearing within 30 days of receipt.

c. The appellant shall present his/her appeal to the Board of Supervisors during the 
public hearing.

d. The decision of the Board of Supervisors shall be final.

Corrective action for an employee’s violation of this policy is the responsibility of the employee’s immediate supervisor and 
appointing authority.

1. Disciplinary action up to and including termination may be imposed for violations of this 
policy in a manner consistent with applicable Cochise County Merit System Rules.

INCIDENT REVIEW Moved to Section M. “Incidents” #5
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Purpose:

The purpose of this policy is to establish standards for the governance and use of Purchasing cards by 
employees who are provided a Cochise County card.

The  Board of Supervisors has authorized the use of Purchasing cards (Pcards) to improve the efficiency 
of procuring goods necessary for the conduct of the County’s business.  Employees entrusted to use
Pcards incur a special obligation to ensure that all card transactions are in strict compliance with this
policy, the Cochise County Procurement Policy and any other statute or policy and procedure concerning
the use of public funds.

After verifying that the items needed are not available through another option of procurement such as an 
agreement, contract or using a purchase order(PO) or blanket purchase order(BPO), the Pcard should be
used as a secondary option for purchasing. Cardholders are encouraged to use the Pcard for low
value purchases and travel with the exception of food during travel. If the use of the Pcard is not
practical, a standard purchase requisition m us t  be used.

Cochise County also has a Fleet card that is assigned to each vehicle only for purchasing fuel.  The 
policies and procedures associated with the use of the Fleet card are not included in this policy but are 
available through Fleet Management and can be found in the vehicle assigned.  

Definitions:

Approving Official: Department Head, Elected Official, or their designee who reviews the
transaction logs of cardholders in the department.

Card Provider: Entity that issues the Pcards to Cochise County employees, provides
electronic transaction authorizations, and bills the County for all
purchases made on the Pcards.

Cardholder: Any County official or employee to whom a Pcard has been issued. The user
of a fuel card assigned to a County vehicle is a cardholder.

Purchasing card: The card that allows designated employees to charge goods or services
to an account for which the County is liable.

Department liaison: Employee designated by the Department Head or Elected Official to be 
responsible for reviewing transactions of individual cardholders to make sure
the transactions are legitimate business expenses and are classified for 
accounting purposes appropriately.

Department card: The Pcard issued to a Department that allows for designated employees to 
charge goods or services for that Department to an account for which the 
County is liable.

Fleet card: The Voyager card, associated with a fleet vehicle, used by the employee 
assigned to that vehicle to charge gas to an account for which the County is 
liable.

Program Administrator: The overall administrator located in the Finance Department who is
responsible for the management of the Pcard Program.



Purchasing Card Administrator: The central Administrator located in the Procurement Department who
coordinates the Pcard Program and acts as the County’s intermediary
in correspondence with the card provider.

Itemized Receipt: The written detailed documentation of a transaction that must be
provided by the vendor when a Pcard is accepted as payment for goods or
services. Detail includes, but is not limited to, a description of each item, unit
price, extended price, freight, tax, and the total amount of the transaction.  
The receipt must also be signed and dated by the cardholder.

Purchasing Card log: The listing of transactions, that was downloaded from the card provider, for 
each individual Pcard within a department to which the general ledger (GL) 
line information has been added for each purchase.

Unauthorized transaction: A Pcard transaction that is not in compliance with the Pcard policy.

Policy:

1. Purchases made using the Pcard are purchases made on behalf of Cochise County and therefore, shall 
be made in the best interest and benefit of Cochise County.

2. Before being issued a Pcard, personnel must read this policy, attend training and sign the Cochise 
County Pcard User Agreement. No card will be issued unless the minimum training requirements are 
met.  A Pcard may be revoked or canceled if there is failure to adhere to this policy.

3. A Pcard may only be used for purchases under $1000.00 and up to the maximum extent practicable, 
when a PO or blanket PO is not an available method of payment.  Any exceptions to this policy shall 
be made through the Pcard Administrator.

4. Each single purchase may be comprised of multiple items, but the total, including freight, shipping,
taxes, and fees, shall not exceed the single transaction dollar limit of $1000.00. Purchases must not
be split to circumvent procurement regulations by swiping the card multiple times or making
an identical purchase on subsequent days, etc. Splitting purchases violates the Cochise
County Pcard Policy, the Cochise County Procurement Policy, and the State of Arizona Procurement
Code.

5. Cardholders must obtain an itemized receipt for all Pcard transactions.  Non-itemized receipts are not 
acceptable, and may require reimbursement by the cardholder.  Cardholder must sign and date the 
itemized receipt. 

6. In general, Pcards should not be used to acquire services, i.e., intangible products such as accounting, 
expertise, extermination, etc.  The purchase of services should be done through a requisition with the 
assistance of Procurement.  However, during emergency situations, or those situations which may 
bring danger to the public or the County’s employees, it is recognized that it may be necessary to 
purchase services using a Pcard.  An example would be the towing of a vehicle.  If there are questions, 
please contact the Pcard Administrator.

7. Pcards may be used to provide meals for business meetings and promotional meetings that benefit 
Cochise County only by the approval of the County Administrator. Please see Cochise County 
Administrative Procedure #1600-1 - Purchasing Food and Beverages.



8. Pcards must not be used for purchases if the cardholder has a personal interest or knowledge that 
would create a conflict of interest, or an appearance of conflict of interest (i.e., buying from a relative or 
close friend).

9. Pcards may not be used by individual employees to purchase uniforms or safety equipment (i.e., work 
boots, goggles, etc.).  Affected employees should purchase these items with advance permission from 
their Department Head, Elected Official, or designee and then submit the receipts for applicable 
reimbursement.

10. Specifically, Pcards may not be used to purchase:

a. Equipment and other Assets with a cost of more than $5000.00 (Accountable and Capitalized, 
therefore, must be tagged)

b. Cash advances
c. Personal services
d. Construction, renovation, or maintenance services of facilities
e. Equipment rental
f. Cell phones, other telecommunications equipment, data processing hardware and software (does 

not apply to Information Technology Department)
g. Fuel charges for any vehicle, employee or County owned, except for rental car fuel related to 

documented long-distance travel.  County vehicles used for official County business shall be 
refueled with the fleet card provided with each vehicle.

h. Road projects
i. Vehicles
j. Consultant, instructor, court reporter, interpreters, and speakers
k. Alcohol
l. Hotel extras (i.e., movies, wet bar stock, etc.)
m. Tobacco
n. Pharmaceuticals
o. Medical services.  Exceptions will be made for emergency situations.
p. Holiday decorations
q. Personal items such as Birthday cards, Birthday cakes, flowers, etc.
r. Small kitchen appliances (microwaves, coffee pots, toasters, etc.) used in the work environment.  

These types of items may be purchased for the County lunch rooms through the requisition 
process.

11. Pcards may be used to purchase firearms and ammunition only with approval by the County 
Administrator for authorized departments.

Responsibility:

Cardholders shall be responsible for:

1. Ensuring that cards are used for official County business only.
2. Complying with all applicable Procurement and Pcard policies and procedures.
3. Ensuring that the card is kept in a secure location.  Unless necessitated by specific job 

responsibilities, the card should only be carried when there is an actual requirement to use the card.  
The card should NEVER be carried while on vacation, or when otherwise out of the workplace or 
away from job responsibilities for an extended period.

4. Preventing any unauthorized use of the Pcard by unauthorized users.
5. Ensuring that itemized receipts are obtained for every card transaction and maintained for 

reconciliation.
6. Reporting all suspected fraud to the Pcard Administrator.



7. Adhering to all Finance and Procurement procedures pertaining to the card.

The Department Liaison shall be responsible for:

1. Adhering to all Finance and Procurement procedures pertaining to the card.
2. Notifying the Department Head or Elected Official and Pcard Administrator of any unauthorized or 

fraudulent use of the card.
3. Ensuring that cardholders are using the card in accordance with the Procurement and Pcard policy.
4. Ensuring that an original itemized receipt is obtained for every Pcard transaction by department 

personnel.
5. Notifying the Pcard Administrator when a cardholder leaves the employ of the County.
6. Ensuring that there is sufficient budget capacity to cover all Pcard expenditures.

Department Directors or Elected Officials shall be responsible for:

1. Designating employees to whom a Pcard should be issued based upon the duties of the job.
2. Appointing a Departmental Liaison(s) for the Department.
3. Ensuring that cardholders comply with all applicable Procurement and Pcard policies and 

procedures.

Finance Department shall be responsible for:

1. Establishing and enforcing the Pcard policies and procedures necessary for the administration of 
the Pcard program.

Procurement Department shall be responsible for:

1. Administering the Pcard program.
2. Providing Pcard training to all County Pcard holders and/or users.
3. Maintaining agreement documents for all Pcard holders.
4. Acting as liaison to the Pcard provider.

Card Termination:

Under the authority of the County Administrator, the Pcard Administrator and/or Finance Director will 
terminate a Pcard if a card holder:

1. Terminates employment.
2. Moves to a new position for which a Pcard is not required for the job duties.
3. Repetitive non-compliance with the Procurement and Pcard policies.
4. Suspected fraud, waste, and/or abuse.

Any action by the County Administrator, Board of Supervisors, Finance Director, or Pcard Administrator 
under this policy is separate and independent from any disciplinary action that may arise from any of the 
same circumstances.  The unauthorized use or abuse of a County Pcard is a misuse or unauthorized use 
of public funds and may be subject to serious disciplinary action up to and including termination.  
Deliberate misuse of a County Pcard may also subject the cardholder to criminal penalties. 



   
    State and Federal Legislation      8.             

Regular Board of Supervisors Meeting Board of Supervisors             
Meeting Date: 01/23/2018  
State and Federal Legislation Discussion
Submitted By: Arlethe Rios, Board of Supervisors
Department: Board of Supervisors
Presentation: No A/V

Presentation
Recommendation: 

Document Signatures: # of ORIGINALS
Submitted for Signature: 

NAME 
of PRESENTER: 

na TITLE 
of PRESENTER: 

na

Mandated Function?: Source of Mandate 
or Basis for Support?: 

Information
Agenda Item Text:
Discussion and possible action regarding state and federal legislative matters, including but not limited to the items
in the attached County Supervisors Association Legislative Policy Committee Agenda and the proposed State
budget.

Background:
na

Department's Next Steps (if approved):
na

Impact of NOT Approving/Alternatives:
na

To BOS Staff: Document Disposition/Follow-Up:
na

Budget Information
Information about available funds

Budgeted: Funds Available: Amount Available:
Unbudgeted: Funds NOT Available: Amendment:

Account Code(s) for Available Funds
1:

Fund Transfers

Attachments
No file(s) attached.
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