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Best Practices Reviewed by External Auditor

Joe Centofanti

This program of best practices “is very thorough and strict (fraud
prevention and detection)”

“If the Town implemented those procedures and established the
monitoring process (monthly), it would identify any issues in a timely
manner.”



Best Practice:

Regularly review and update your policy to ensure it provides clear guidance. The
policy should be specific about what is allowed and what is not, as well as the
consequences of policy violations. For further assistance, use the MRSC credit card
policy guidance, which provides various considerations for policy development.

Town of Fairfield:

The Town updated the credit card policy in January and again in July. Together,
Human Resources and Finance will continue to re-evaluate the policy on an annual
basis, and update the policy as necessary in adherence to best practices.



Best Practice:

Ensure cardholders have demonstrated an identifiable operational need to have a
card. Employees should not be issued cards based on position or rank, or in any
type of automatic process. A card should be issued based solely on operational
need. A standardized application form might be best for documenting and
evaluating a cardholder request.

Town of Fairfield:

For the first time that we could ascertain, the HR Director sent out a formal survey
of existing cardholders to determine the need for an employee to be a cardholder.
After evaluating results of the survey, 29 credit card users were removed. The
Town has gone from 67 employees with Town credit cards to 38 today. This does
not include cardholders from the Board of Education. The Town does have a
standardized application form for new cardholder requests.



Best Practice:

Require a detailed cardholder agreement. Each agreement should be signed by
the cardholder and their supervisor, as well as an authorizing official, before the
card is used. The written agreement emphasizes the importance of key aspects of
card use, card security, or employee responsibilities. It can also serve as
documented evidence, should it become necessary, that the employee reviewed
the policy, and understands and agrees to other key aspects of card use that are
particularly important to that government.

Town of Fairfield:

Upon issuance of the credit card, the Town requires cardholders to sign an
agreement and acknowledgment that they have read the policy. Refresher policies
have been distributed, including in 2021. In February 2023, the policy was
strengthened to require an attestation from the cardholder. Cardholders must
acknowledge that they understand the policy and that they understand the
potential consequences for violating the policy.



Best Practice:

Establish appropriate credit limits. Credit card limits should align with the
cardholder’s actual spending rather than an arbitrary amount. A limit can be
temporarily increased, if needed. If a cardholder wants to request a higher limit, a
standardized form will help provide a clear audit trail of the change, including its
intended duration.

Town of Fairfield:

Currently, the Town has varying limits on credit card amounts, both per transaction
and monthly. We will continue to establish limits for each cardholder, based on their
need. Any request for an increase must follow a process with justification that goes
through the employee’s Department Head, Purchasing Director, and CFO.



Best Practice:

Design the card so its physical appearance clearly shows that it is for government
use. The appearance of the card being similar to personal cards is a common
reason given when personal purchases are charged to the government’s account.
The goal here is to make it very difficult for an employee to mistake the
government’s card for their personal card. Another alternative is to design a sleeve
that the card must be kept in that clearly differentiates it from the appearance of
personal cards.

Town of Fairfield:

* Cards currently say Town of Fairfield on them to distinguish Town credit cards
from personal cards. We are exploring other options to adhere to this best

practice.



Best Practice:

Require the cardholder to reconcile their spending activity. The cardholderis in
the best position to review their own transactions and to identify charges that
might not be appropriate. This should not be delegated to other persons. The
cardholder should add any additional documentation or support for the
expenditures before submitting for manager approval.

Town of Fairfield:

The Town requires credit card holders to submit a reconciliation form that includes
a rationale for each expenditure, along with supporting documentation, including
an itemized receipt.



Best Practice:

Require the cardholder’s supervisor to approve the cardholder’s activity. The
supervisor is in the best position to question transactions and report violations of
policy, when needed. Regardless of the employee’s rank, the approver should not
be a peer or subordinate. The internal control structure should designate a review
process for the highest-level manager or executive as well as for board members.
This review should be done in a timely manner and before payment is issued.

Town of Fairfield:

The Town requires this practice, and will continue to do so.



Best Practice:

Provide mandatory training on the applicable policies, program controls, security,
and card use. Training should be required for cardholders and their approving
supervisors. The training might cover other related policies that affect card use
(such as for information technology, meals and refreshments, employee
recognition, or travel). It should include an initial training, as well as periodic
refresher trainings. The training might be held in-person or online, and ideally
would require a documented review of the credit card policy.

Town of Fairfield:

Previous audits have recommended training. Extensive training on purchasing rules,
credit card policy, and conduct was conducted for department heads and
cardholders in February, July, and September 2023. All cardholders have been
trained.



Best Practice:

Provide central oversight over card use. Central oversight over the program, the
transactions, and compliance with policies is crucial for identifying issues promptly
and taking disciplinary action against cardholders when warranted. The auditing
officer should also review these expenditures as they would any other expenditure.
An internal audit function is another layer of good control when resources are
available. Many credit card programs provide rebates, which could finance
additional monitoring costs.

Town of Fairfield:

All credit card transactions are run through the Finance Department. Each
transaction is integrated into MUNIS with all other transactions. The CFO has
reviewed new policies and trained appropriate Finance Department employees
regarding their responsibilities related to the keying of credit card transactions. In
particular, these employees must verify that all required documentation is included
with each reconciliation form.

In addition, the CFO will require an inspection of a random sample of credit card
transactions on a monthly basis. This has never been done before in Fairfield.



Best Practice:

Actively enforce the policy. The policy should specify disciplinary actions for
cardholders who violate policy provisions. The ability to use a government credit
card should be a privilege that is revoked if not handled responsibly. Consider use
of a cardholder violation form to document and communicate problems.

Town of Fairfield:

Current policy requires an attestation. Any violations of policy will be evaluated on
a case-by-case basis for appropriate action.



Best Practice:

Use credit card programs with additional controls and features. Some examples
include the ability to block cash advances, block high-risk merchant categories,
impose limits on transactions as well as daily and monthly spending, provide
reporting capabilities, and allow online monitoring of transactions. Some provide
for data downloads of card activity, which can be used for additional analysis.

Town of Fairfield:

The Town places restrictions (such as air travel, hotel, meals, oil/gasoline, and car
rental) on card use based on the necessity of cardholder. A review of these
restrictions is in progress, and restrictions will be reviewed and updated each year.



Best Practice:

Conduct a periodic inventory of the cards, at least annually. Evaluate whether
credit limits are appropriate and in need of adjustment, considering actual charges.
If a card has minimal or no actual activity, consider whether the card should be
canceled.

Town of Fairfield:

The Town previously conducted an inventory of cards in 2020 and conducted
another inventory at the beginning of this year. The number of cards has been
reduced to 38 and we will continue to evaluate the necessity of cards going
forward.



Best Practice:

Retain robust documentation to support charges. Documentation should stand
alone to support every purchase. Documentation should include itemized detail,
additional information about the purchase if the receipt is not clear, explanation
regarding the purpose, and any other information necessary to support the
charges. It is not efficient to continuously follow up with non-compliance in this
area. Cardholders who cannot comply should have their privileges revoked.

Town of Fairfield:

The Town has a longstanding policy provision that requires supporting
documentation, including itemized receipts. This requirement was strengthened in
January to require additional, more specific information, including a statement of
the business purpose for the purchase. For meal purchases, cardholders must
include backup that substantiates a legitimate Town function/meeting and
identifies (by name) the Town employees involved.



Best Practice:

Pay directly from original credit card statements. The finance office should receive
the statements directly from the bank rather than from the cardholder to eliminate
risk of alteration. Payment should be made after reviewing the submitted
cardholder support but also in time to avoid late fees and finance charges.

Town of Fairfield:

The Finance Department has access to original statements through the Purchasing

Department, and verifying the authenticity of statements submitted by cardholders
will be a function of the Finance Department, as part of its monthly reviews. This is

a new control that is being added to the credit card process.



Best Practice:

Have a working relationship with the credit card issuer (bank) and its fraud unit. A
proactive fraud department at the bank can be invaluable to jurisdictions with
limited resources. An open line of communication between the bank’s fraud unit
and the credit card program administrator can help the government more quickly
identify and learn about questionable activity.

Town of Fairfield:

The administration will go out to bid for credit card services this fall. This will allow
us to evaluate all aspects of different credit card programs, especially cash-back
programs and our ability to place specific purchase restrictions on each cardholder.



Best Practice:

Cancel credit cards promptly for employees who are leaving the government. The
government should review the credit card activity and ensure there are no
concerns with charges up to the date the cardholder’s employment ends. This
should be completed before releasing final payroll payment to the employee in
case funds need to be withheld.

Town of Fairfield:

Our most recent inventory confirmed that there are no Town credit cards
outstanding with employees who are no longer employees of the Town. The Town’s
Purchasing and HR Departments work together to assure that no inappropriate
expenditures are awaiting payment and that credit cards are cancelled during the
exit process.



Summary of Credit Card Process Improvements

A new Credit Card Usage Checklist/Reconciliation form with an attestation ensures
accountability

Justification is required for new credit card issuance

IT approval is mandatory for tech purchases

Meal-related rules were clarified to prevent misuse

Conducted extensive training in purchasing rules, credit card policy, and conduct
Instituting a single centralized Town account for Amazon and other frequent vendors
Monthly audit of a random sample of credit card purchases

Reduction of credit card holders from 67 to 39



Executive Summary: Enhanced Internal Investigation and Procedural Revisions

Objective: Conduct an impartial and comprehensive administrative internal investigation into alleged
misconduct or fraud regarding credit card usage, ensuring employees' due process rights are upheld.

Methodology: The investigation began by sampling credit card statements and reconciliation records
from January 1, 2018, through December 2022 for the start and midpoint of each year. Records lacking
business purpose indications were identified. Union leadership was informed of forthcoming
interrogatory-style questionnaires for selected members, with Garrity warnings issued upon request by
the Fire and Police Unions. A survey gathered insights on credit card holders' needs and practices.

Findings: The review found no evidence of fraudulent use but identified policy lapses:

Some cardholders failed to specify business purposes.

Meetings lacking agendas and attendee lists led to improper food purchases.
Incorrect sales tax application on purchases.

Failure to use approved vendors for certain purchases.

Though these lapses didn't warrant discipline, counseling and training were recommended.

The Employee Credit Card Expenditures Audit for the period of March, 2019 to October, 2019 was
conducted in February 2020 by the Senior Internal Auditor/Project Manager. The Auditor's findings
and recommendations were not shared with the First Selectwoman, her Chief of Staff, or the Chief
Administrative Officer. Even hypothetically, if they had been communicated to individuals other
than the CFO and the Purchasing Director, the audit did not pinpoint critical issues that could have
been promptly addressed to mitigate potential ongoing liability. This includes cases like credit card
spending violations at the WPCF, breaching policy.

Revisions: To enhance oversight and compliance:

e A new Credit Card Usage Checklist/Reconciliation form with an attestation ensures
accountability.

Justification is required for new credit card issuance.

IT approval is mandatory for tech purchases.

Meal-related rules were clarified to prevent misuse.

Emphasis that violations may result in disciplinary and/or other legal actions.

Training: Extensive training in purchasing rules, credit card policy, and conduct was conducted for
department heads and cardholders in February, July, and September 2023.

Investigation Timeline: The six-month investigation began in January 2023, comprising two parts: an
investigation into an individual department head's credit card use at the WPCF and a wider town
employee credit card review. Delays stemmed from concurrent actions, including a referral to the police
department for the WPCF investigation and questionnaire distribution.



Additional Information:

1. Role Clarification: Role of Senior Internal Auditor Project Manager and Audit Capacity

The Board of Finance inquired about the limitations on the Senior Internal Auditor/Project Manager's
ability to conduct annual internal audits.

Human Resources reviewed the history and duties of the Internal Auditor position and found the
following:

© In August 2015, a Side Letter of Agreement was established with the PETA Union,
following CFO Robert Mayer’s recommendation, to compensate Connie Sax! (Internal
Auditor) for responsibilities beyond her Internal Auditor role, such as Pension Plan
Administration, Capital Projects, Debt Service Planning, and Special Projects like FEMA
reimbursement.

o In August 2019, Emmett Hibson, HR Director, and Connie Saxl, the PETA Union President
and Senior Internal Auditor, entered into a Memorandum of Agreement, modifying her
job description to Senior Internal Auditor Project Manager, encompassing project
management tasks.

Result:

Jared Schmitt, CFO instructed the Senior Internal Auditor Project Manager to increase audit
frequency. Her workload was lightened to support this directive, and she will focus more on
internal audits moving forward. A newly hired analyst role will take on more of the project
work.

The Human Resources department is reviewing the current auditor position due to the shift in
job responsibilities, necessitating a greater emphasis on internal audits. This review includes the
potential conflict of interest arising from the auditor's role as Union President for PETA.

2. Differences Between the HR Investigation and the 2020 Audit:

Purpose and Scope: The purpose of an internal audit is to verify organization compliance with
policy and regulations. The purpose of a HR administrative investigation is to investigate alleged
employee misconduct, including alleged violation (s) of policy.

Specificity: The 2020 audit was broad; the HR investigations identified specific violations, their
contexts, and individuals involved. Through this investigation, policy revisions and
comprehensive training were initiated to ensure transparent and effective credit card usage
practices.



TOWN OF FAIRFIELD
STANDARDS OF CONDUCT
MUNICIPAL FRAUD POLICIES AND PROCEDURES

Public service is a public trust, and the proper operation of the Town of
Fairfield requires, that all Town officials and employees, whether elected or
appointed, paid or unpaid, be impartial and responsible to the public. Public
office and employment must not be used for unfair personal or financial
advantage. The public needs and deserves to have confidence in the integrity
of the municipal government of our Town.

Officers and employees of the Town of Fairfield must refrain from personal,
business, and financial activities that adversely affect the individual’s fidelity
and impartiality, having regards for the nature and scope of their official
responsibilities

STANDARDS OF CONDUCT

The Town of Fairfield official STANDARDS OF CONDUCT is described in detail
in the TOWN CHARTER -ARTICLE XI, sections 11.1 thru 11.5 (copy attached).

MUNICIPAL FRAUD POLICIES AND PROCEDURES

The Town of Fairfield is committed to protecting its assets against the risk of
loss or misuse. Accordingly, it is the policy of the Town of Fairfield to identify
and promptly investigate any possibility of fraudulent or related dishonest
activities against the Town and, when appropriate, pursue legal remedies
available under the law.

This Municipal Fraud Policy was created to:

¢ Establish policies and procedures for clarifying acts that are considered
to be fraudulent, describing steps to be taken when fraud or other
related dishonest activities are suspected.

e Providing procedures to follow in accounting for missing funds,
restitution and recoveries.

* To strengthen the public’s confidence in the integrity of Town employees
by establishing a formal process for reporting, investigating, and
resolving cases of fraud and abuse.

* To raise awareness of Town officials/ employees to the integrity-related
issues by initiating integrity-related programs and policies throughout
Town Déepartment’s.
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¢ To provide guidance and assistance to Town Department Heads
concerning recommendations for specific integrity related issues that
emphasize prevention, detection and correction of fraud, corruption and
abuse within their departments.

Definition of terms:

FRAUD is understood to mean a dishonest and deliberate course of action
which results in the obtaining of money, property or an advantage to which the
recipient would not normally be entitled to. This may include:

e Theft, misuse, or diversion of money, equipment and/or materials

o Claim for reimbursement of expenses that are not job-related or
authorized by the current bargaining agreement.

o Forgery or unauthorized alterations of documents (checks,
purchase orders/requisitions, time sheets, independent contractor
agreements, budgets, etc.

o Misappropriation of Town assets (funds, securities, supplies,
furniture, equipment, etc.).

o Improprieties in the handling or reporting of money transactions.

o Authorizing or receiving payments for goods not received or
services not performed.

o Computer related activities involving unauthorized alteration,
destruction, forgery, or manipulation of data or misappropriation
of Town-owned software.

* Worker's Compensation Fraud

* Misrepresentation of information on documents

Intentional failure to report damage

Intentional failure to provide product or services that are part of your job
Intentional misrepresentation of the Towns or governmental policies
Payroll falsification (theft of time)

Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud

ABUSE entails the exploitation of “loopholes: to the limits of the law, primarily
for personal advantage.

EMPLOYEE- in this context, employee refers to any individual or group of
individuals who receive compensation, either full or part time, from the Town of
Fairfield. The term also includes any volunteer who provides services to the
Town through an arrangement with the Town or a Town organization.

MANAGEMENT- In this context, management refers to any administrator,
manager, direct, supervisor, or other individual who manages or supervises
funds or other resources, including human resources.



POLICE CHIEF AND DIRECTOR OF HUMAN RESOURCES - in this context,
Police Chief and Director of Human Resources refers to the persons who shall
investigate credible claims of fraud.

EXTERNAL AUDITOR - in this context, External Auditor refers to independent
audit professionals who perform annual audits of the Town’s financial
statements.

GENERAL POLICY

A. It is the Towns intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar irregularity. An objective and
impartial investigation will be conducted regardless of the position, title,
and length of service or relationship with the Town of any party who
might be or become involved in or becomes the subject of such
investigation. '

B. Each department of the Town is responsible for instituting and
maintaining a system of internal controls to provide reasonable
assurance for the prevention and detection of fraud, misappropriations,
and other irregularities. Management should be familiar with the types
of improprieties that might occur within their area of responsibility and
be alert for any indications of such conduct,

C. The Director of Human Resources, in conjunction with the Town
Attorney, the First Selectman, the Chief of Police and, if needed, the
Chief Fiscal Officer, have the, primary responsibility for the investigation
of all activity as defined in this policy.

D. Throughout the investigation, the Director of Human Resources will
inform the Town Chief Fiscal Officer of pertinent investigative findings in
relation to financial fraud or misconduct

E. Employees will be granted whistle-blower protection when acting in
accordance with this policy, When informed of a suspected impropriety,
neither the Town nor any person acting on behalf of the Town shall:

a. Dismiss or threaten to dismiss the employee

b. Discipline, suspend, or threaten to discipline or suspend the
employee

¢. Impose any penalty upon the employee

d. Intimidate or coerce the employee

Violations of the whistle-blower protection will result in discipline up to and

including dismissal.

F. Upon conclusion of the i:ivestigation, the results will be reported to the
First Selectman and the Board of Selectmen.

G. The Director of Human Resources, following review of investigation
results, shall take the appropriate action regarding employee
misconduct. Disciplinary action can include termination, and referral of
the case to the State’s Attorney for possible prosecution.

H. The Town will pursue every reasonable effort, including court ordered
restitution, to obtain recovery of Town losses from the offender, or other
appropriate sources.



PROCEDURES

A. First Selectmen Responsibilities

If the First Selectman has reason to suspect a fraud has occurred,
he/she shall immediately contact the Town Attorney, Chief of
Police, Director of Human Resources or the Town' Chief Fiscal
Officer.

- The alleged fraud or audit investigation shall not be discussed with

the media by any person other than the First Selectman, Police
Chief or his designee, the Town Attorney or Director of Human
Resources.

B. Management Responsibilities

b.

Management is responsible for being alert to, and reporting
fraudulent or related dishonest activities in the area of
responsibility.
Each manager should be familiar with the types of improprieties
that might occur in his/her area and be alert for any indication
that improper activity, misappropriation, or dishonest activity is or
was in existence in his/her area.
When an improper activity is detected or suspected, management
should determine whether an error or mistake has occurred or if
there may be dishonest or fraudulent activity.
If management determines a suspected activity many involve fraud
or related dishonest activity, they should contact their immediate
supervisor (or contact the Town Attorney, First Selectman or
Director of human Resources if supervisor is involved).
Department Heads should inform the First Selectman immediately
upon learning of a credible allegation of fraud (or contact the Town
Attorney, Chief of Police or Director of Human Resources if the
First Selectman is implicated).
Management should not attempt to conduct individual
investigations, interviews, or interrogations. However,
management is responsible for taking appropriate corrective
actions to ensure adequate controls exist to prevent reoccurrence
of improper actions.
Management should support the Town's responsibilities and
cooperate fully with the Director of Human Resources, other
involved departments, and law enforcement agencies in the
detection, reporting, and investigation of criminal acts, including
the prosecution of offenders.
Management must give full and unrestricted access to all
necessary records and personnel. All Town furniture and contents,
including desks and computer, are open to inspection at any time.
There is no assumption of privacy.
In dealing with suspected dishonest or fraudulent activities, great
care must be taken. Therefore, management should not:

i. Make unfounded accusations
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j.

ii. Alert suspected individuals that an investigation is underway

iii. Treat employees unfairly

iv. Make statements that could lead to claims of false
accusations or other offenses

In handling dishonest or fraudulent activities, management has
the responsibility to:

i. Make no contact (unless requested) with the suspected
individual to determine facts or demand restitution. Under
no circumstances should there be any reference to “what you
did”, “the crime”, “the fraud”, “the misappropriation”, etc.

li. Avoid discussing the case, facts, suspicions, or allegations
with anyone outside the Town, unless specifically directed to
do so by the Town Attorney.

iii. Avoid discussing the case with anyone inside the Town other
than employees who have a need to know such as the First
Selectman, Town Chief Fiscal Officer, Director of Human
Resources, Town Attorney or law enforcement personnel.

iv. Direct all inquiries from the suspected individual, or his/her
representative, to the Town Attorney. All inquiries by any
attorney of the suspected individual should be direct to the
Town Attorney. The alleged fraud or audit investigation shall
not be discussed with the media by any person other than
the First Selectman, Police Chief or his designee, the Town
Attorney and the Director of Human Resources.

v. Take appropriate corrective and disciplinary action, up to
and including dismissal, after consulting with the Director of
Human Resources and the Town Attorney, in conformance
with the Town’ Personnel Policies and Procedures or the
appropriate bargaining document.

C. Employee Responsibilities

b.

A suspected fraudulent incident or practice observed by, or made
known to, an employee must be reported to the employee’s
supervisor for reporting to the proper management official.

When the employee believes the supervisor may be involved in the
inappropriate activity, the employee shall make the report directly
to the next higher level of management or contact the Town
Attorney, the Town Chief Fiscal Officer or Director of Human
Resources.

The reporting employees shall refrain from further investigation of
the incident, confrontation with the alleged violator, or further
discussion of the incident with anyone, unless requested by the
Director of Human Resources or law enforcement personnel,



D. Director of Human Resources responsibilities

a. Upon request of any town employee, the Director of Human
Resources will promptly investigate allegations of fraud and notify
either the Town Attorney or Police Chief, and in case of financial
fraud, the Chief Fiscal Officer.

b. In all circumstance where there appears to be reasonable grounds
for suspecting that a fraud has taken place, the Director, in
consultation with the Town Attorney, shall contact the Town of
Fairfield Police Department.

¢. The Director shall be available and receptive to receiving relevant,
confidential information to the extent allowed by law.

d. If evidence is uncovered showing possible dishonest or fraudulent
activities , the Director of Human Resources will proceed as
follows:

i. Discuss the finding with the appropriate
management/supervisor and the Department Head.

li. Advise management, if the case involves staff members, to
meet with the Directors of Human Resources (or his /her
designated representative) to determine if disciplinary
actions should be taken. Any disciplinary action taken will
be in accordance with the Town Personnel Rules and any
applicable Memorandums of Understanding.

Report to the External Auditor such activities in order to

assess the effect if the illegal activity on the Town’s financial

staterments.

iv. Coordinate with the Town’s Risk Management insurer
regarding notification to insurers and filing of insurance
claims.

v. Tale immediate action, in consultation with the Town
Attorney and Chief Fiscal Officer, to prevent the theft,
alteration, or destruction of evidentiary records. Such action
shall include, but not limited to:

1. Removing the record and placing them in a secure
location, or limiting access to the location where the
records currently exist.

2. Preventing the individual suspected of committing the
fraud from having access to the records.

e. In consultation with the Town Attorney and the Town of Fairfield
Police Department, the Director may disclose particulars of the
investigation with potential witnesses if such disclosure would
further the investigation.

f. If the Director is contacted by the media regarding an alleged fraud
or audit investigation, the Director will consult with the First
Selectman and the Town Attorney, as appropriate, before
responding to a media request for information or interview.

g At the conclusion of the investigation, the Director will document
the results in a confidential memorandum report to the First
Selectman, the Town Attorney, and in cases of financial fraud to
the Chief Fiscal Officer. If the report concludes that the allegations

6

| rid
f=19
"



are founded, the report will be forwarded to the Town of Fairfield
Police Department.

h. Unless exceptional circumstances exist, a person under
investigation for fraud shall be given notice in writing of essential
particulars of the allegations following the conclusion of the audit.
Where notice is given, the person against whom the allegations are
being made may submit a written explanation to the Director of
Human Resources no later than seven (7) calendar days after
notice is sent.

i. The Director of Human Resources will be required to make
recommendations to the appropriate department for assistant in
the prevention of further similar occurrences.

J.- Upon completion of the investigation, including all legal and
personnel actions, all records, document, and other evidentiary
material, obtained from the department under investigation will be
returned by the Director to that department.

EXCEPTIONS
There are no exceptions to this policy unless provided and approved by
the First Selectman and the Town Attorney.

Brenda Kupchxc—k, First Selectman

November 25, 2019



JOINT RECOMMENDATIONS
FINANCE/HUMAN RESOURCES
AUGUST 3, 2023

As a result of the Administrative Investigation regarding credit card usage by Town employees,
Jared Schmitt, CFO, and Cathleen Simpson, HR Director, make the following recommendations:

Human Resources
* In addition to training being conducted commencing the week of July 17, 2023, include
purchasing and credit card policies as part of the Employee Handbook under

construction.

® As part of onboarding, provide notice of purchasing rules, including the use of Town
issued credit cards, for those who are issued credit cards or supervise credit card holders.

¢ Review and make a recommendation for the job classification of Senior Internal
Auditor/Project Manager as the project manager duties will be or have been removed

from this position; review and make a recommendation regarding the conflict of interest
with the job functions of an auditor and role of Union President.

Finance

e Audit who has credit card holders to determine whether the number of cards issued is

necessary.

e Conduct a review and analysis of alternative means for purchasing goods and services
outside of credit card use (short term/long term implementation of alternatives)

* Conduct quarterly or regular audits of reconciliation vouchers and back up to ensure
compliance.

* Conduct a review and analysis of inventorying purchased equipment and goods.

* Expand review of all audit reports to Human Resources, Town Attorney, CAO and the
First Selectwoman.
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TOWN ISSUED CREDIT CARD PURCHASES
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HUMAN RESOURCES ADMINISTRATIVE INVESTIGATION
TOWN ISSUED CREDIT CARD PURCHASES
CONDUCTED BY CATHLEEN A. SIMPSON, HR DIRECTOR

I. AUTHORITY AND INVESTIGATION TEAM

A. Authority/Responsibility of Human Resources Director for Investigation

e Standard of Conduct Municipal Fraud Policies and Procedures

B. HR Investigation Team:

e Cathleen Simpson, HR Director (Lead)
e Joanne Courtemanche (Labor Relations Specialist)
e Ivanna Vintonyak (HR Paralegal)

II. EXHIBITS

1.
2.
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Complaint from Dana Kery
Pertinent Policy/Code:

Town Mission

Code of Conduct (Charter)

Code of Conduct Municipal Fraud Policies and Procedures (2009, 2019)
Travel & Meeting Policy

Procurement Credit Card Program

e Technology Policy

e o o o

Senior Internal Auditor/Project Coordinator Job Description/History of Position

Email from Concetta Saxl, January 12, 2021, with attached policies and forms

Email from Concetta Saxl, January 6, 2023, with attached policies and forms.

2023 Revised Reconciliation Voucher Form, Travel, and Meetings with Samples
3/14/2000 Memorandum of Understanding Use of Town Credit Card

4/ 27/2006 Town Travel and Meeting Policies and Procedures/Mileage Reimbursement
July 25, 2006/July 27, 2006 Memos re: Town Travel and Meeting Policy

. 2010 Email re: Food at Meetings Policy
11.
12.
13.
14.
15.
16.
17.
18.

4/4/20 Cardholder Memorandum of Agreement/Procurement (credit) Card Program ...
Agenda Internal Audit Report 6/1/20

Internal Audit of Credit Card Expenditures Covering 3/19-10/19

Status of Audit Recommendations 1/25/21

List of Card Holders

Justification for Issuing Credit Cards/Sample Responses

Email Between Board of Finance Members and Cathleen Simpson

Email Correspondence Union Leadership



19. Animal Control

20. Building

21. Conservation

22. Department of Public Works

23. Economic Development

24. Engineering

25. Fire Department

26. Police Department

27. Finance

28. First Selectwoman

29. Health

30. Library

31. Human Services

32. Job Description Payroll Clerk; Account Clerk, Finance Assistant
33. Financial Analyst/Manager

34. HR Administrative Investigation Report and Findings of Fact (John Bodie)
35. Email Joseph Centofanti, July 12, 2023

III. BACKGROUND

On January 6, 2023, the undersigned and Joanne Courtemanche, Labor Relations Specialist, met
with Dana Kery to follow up on a complaint she submitted concerning alleged fraudulent
purchasing by Town employees, including credit card purchases. Ms. Kery’s complaint was a
result of a FOIA request she made for records associated with purchasing and spending by Town
employees'. These records included Amex Statements of Town employee cardholders for June,
July, and August 2022.

In addition to the concerns relayed about credit card purchases with the Town issued cards, Ms.
Kery reported her concerns about undetected fraud and embezzlement with purchasing and
payroll management. Although Ms. Kery did not have any evidence to corroborate her
allegations, she shared with me and Ms. Courtemanche her knowledge via the media of other
municipalities throughout the country where fraud and embezzlement incidents have occurred.?

'Pursuant to the Town’s Standards of Conduct Municipal Fraud Policies and Procedures, the
First Selectwoman contacted the Town Attorney, Chief of Police, Director of Human Resources
and the Town Chief Fiscal Officer on or about December 20, 2022 based on the Kery complaint
alleging fraud. The Director of Human Resources was assigned to investigate alleged violations
associated with procurement and purchasing in accordance with the Town’s Standards of
Conduct Municipal Fraud Policies and Procedures. Based on the review of an out of state travel
request coupled with alleged serious misuse of the Town credit card by John Bodie,
Superintendent of the WPCF, a separate administrative investigation was conducted by Human
Resources. (Exhibit 34)

? The allegations regarding misconduct with purchasing and payroll were not investigated by the
undersigned due to lack of supporting evidence and as the HR Director, it would be a conflict of
interest to audit payroll management. It would also be a conflict of interest for the Senior



While this investigation was pending, Ms. Kery made a FOIA request on June 20, 2023 (Exhibit
1) for Amex records for Town employees who are credit holders for the month of December,
2022 and the month of May, 2023. Information regarding the June, 2023 request has been
incorporated as part of this investigation.

IV. ACTION TAKEN

A. Review of Policies, Notice and Audit Associated with Credit Card Use and
Travel/Meetings

As part of a parallel administrative investigation involving the WPCF, Human Resources
conducted a review of the history of the Town’s credit card policy as well as policies associated
with travel or meetings. That review has been incorporated below as part of this administrative
investigation. The undersigned reviewed the history of policies associated with Town issued
credit cards and travel/meetings.

The following is a time line of policies, notice and audit associated with credit card use and
travel since 2000:

1. March 14, 2000: Connie Nolfi [Saxl] issued a memorandum of understanding for card
holders (Exhibit 7) Policy prohibited use by any other person besides the card holder as
well as prohibited use for personal purchases. It required substantiation of purchases for
official Town business. For travel and meetings, justification with proper sales receipt
was required as well as an expense report detailing the date, place(s) visited, participants
at the meeting and purpose of the meeting.

2. April 27, 2006: Summarization Addendum to the “Memorandum of Understanding”
created by Connie Nolfi [Saxl], Town Auditor, (Concetta Saxl, currently in the position
of Senior Internal Auditor-PETA Union President) reiterating that the credit card must
not be used for personal reasons for themselves or others, purchases must be validated
and for legitimate Town business, as well as other requirements. (Exhibit 8)

3. July 25, 2006: Memo to all Department Heads from Connie Nolfi [Saxl] to please post
for employee review a reminder of reimbursement requirements for Town travel and
meeting expenses. (Exhibit 9)

4. July 27, 2006: Internal Audit from Connie Nolfi [Saxl] to all Department Heads to post
for employee review the Town travel and meeting policies and procedures. (Exhibit 9)

Internal Auditor/Project Manager to do so as part of the review would inherently involve Finance
(The undersigned did inquire if an external audit was ever conducted for payroll management
and purchasing. According to Joseph Centofanti, the External Auditor for the Town, “[t]he only
audit we perform is the Town financial statement audit. The Public works report is the only other
relevant document that we prepared that has recommendations related to procurement and
payroll.”). (Exhibit 35)



5.

October 26, 2010: Email between Twig Holland, Director of Purchasing, and First
Selectman Ken Flatto re: Food at Meetings. This was a request from the Director of
Purchasing for the First Selectman to clarify the policy on providing food for night
meetings. First Selectman Flatto responded: If there is a special exception for a truly one
shot very long meeting of a Board or Commission that requires them to work through a
meal time or something that is well beyond the norm, it is ok for a manager to have the
discretion to offer some small limited amount of food and get reimbursement, but we
should not have food paid for by taxpayers for the meals of volunteers or employees at
work meetings in general or any kind of basis except for those very unusual rare justified
situations...” (Exhibit 10)

February §, 2020 (Exhibit 14): Internal Audit from Connie Saxl to Gerald Foley,
Director of Purchasing, and copied to Caitlin Bosse, Interim Chief of Staff for the
examination of employee credit card expenditures for the eight-month period covering
March 2019 through October 2019.

The scope of the audit comprised of the examinations of monthly American express
credit card statements and employee reconciliation voucher packages including receipts
and other supporting documentation. The purpose of this was to study and evaluate
internal controls for credit card purchases and to determine purchases are for legitimate
business reasons and reviewed/approved by an independent authority in addition to other
factors.” (Exhibit 14)

June 1, 2020: Agenda for the Board of Finance regarding the Internal Audit Report for
fiscal year 2020 which including a credit card survey for all Town Departments. (Exhibit
13)

January 12, 2021, Ms. Saxl issued an email to Town Credit Card Holders with the
policy, pertinent forms and a “Cardholder Memorandum of Agreement” for cardholders
to sign and return to her. (Exhibit 4) There was no formal training in person or remote
and no evidence of collaborating with Human Resources to ensure the policy was issued

3 One of the related findings of the investigation regarding the credit card use by John
Bodie, Superintendent of the WPCF, Exhibit 34, was that “[t]he auditor’s specific
findings and recommendations were not directly shared with the First Selectwoman, her
Chief of Staff, or Chief Administrative Officer.” Jared Schmitt did not begin
employment as CFO with the Town until October 1, 2020. There is no indication the
audit was shared with Human Resources for risk management and/or potential corrective
or disciplinary action.



to all new employees who will be issued credit cards or supervisors who will be required
to authorize the purchases.

e February 16, 2021: Ms. Saxl issued a refresher notice with same information as issued
on January 12, 2021 to Department Heads who did not receive the information in
January, 2021. (Exhibit 4)

° June 23, 2021 Status of Audit Recommendations-Fiscal Year 2020 (Exhibit 15): the
internal auditor responses to audit recommendations for the credit card audit for 2019
purchases indicates compliance

6. January 6, 2023: (Exhibit 5) Email notice to Town Credit Card Holders regarding an
updated Town of Fairfield Credit Card Policy entitled Cardholder Memorandum of
Agreement. (Exhibit 5) Ms. Saxl attached pertinent policy and forms, including the
Travel & Meeting policy. Ms. Saxl noticed credit card holders to return the agreement
acknowledging their responsibility to abide by policies, procedures, responsibilities and
limitations associated with the cardholder policy and the use of the Town issued credit
card by January 18, 2023. There was no training provided at the time this notice was
issued to the credit card holders.

The new procedures under this policy include for any single credit card purchase that
exceeds $1,000 must receive email approval first from the Department Head and then
from the CFO prior to making the purchase. Listed as a new procedure is the requirement
for Department Heads who are also cardholders to forward the monthly reconciliation
vouchers to the CFO for approval.

Ms. Saxl] listed 11 top reminders which include:

o Utilize all available discounted pricing for your purchases whenever possible.
Department office supplies should be purchased from WB Mason-the Town
approved vendor for office supplies.

e Do not pay sales tax.

® Prior to submission, all Reconciliation Voucher Packages must be signed off by
your Department Head.

o All information technology purchases must first be pre-approved by the Director
of Information Technology.

o All food purchases must be documented and justified utilizing the “Travel and
Meeting Expense Report” and must pertain to Town business or meeting.

e All out of State travel must first be pre-approved by the First Selectwoman using
the “Request Form-Out of State Travel”



The updated policy included the daily meal reimbursement amounts when out of Town or
when traveling on Town Business that are referenced in the Town’s Travel & Meeting
policy.

February 18, 2023: based on HR’s a review of credit card statements and backup
provided by credit card holders for this investigation as well as the broader one for all
other credit card holders, Human Resources in partnership with the CFO and Purchasing
Director revised the reconciliation voucher to require more detailed
information/justification as well as an attestation that the card holder did not make
charges that violate purchasing rules. Also, the reconciliation voucher sheet added a
reminder about potential consequences for not following the policy or committing fraud.

On February 16, 2023, Department Heads at the Department Head meeting were
provided the updated reconciliation voucher sheet, request of out of state travel and
meeting/meal backup. Samples of how to complete the forms were also distributed to the
Department Heads. Pertinent policies, with links are also referenced in the updated
reconciliation form. (Exhibit 6) At the meeting, many Department Heads reported that
they were not aware of the Town Travel and Meeting policy, including dollar limits on
purchases for meals with Town issued credit cards in addition to other relevant policies.

July, 2023: a review of credit card records from January 2018 to December 2022 in
addition to submissions for May, 2023 purchases revealed significant improvement with
submissions of reconciliation packages by credit card holders since the February training.
However, the review revealed that not all submissions were consistent with the changes
made in February, 2023. It was therefore determined by the Administration that Human
Resources, Finance and Purchasing would conduct a mandatory comprehensive training
regarding the interplay between Risk Management, Finance and Purchasing, including
required record submission and purchasing rules commencing the week of July 17, 2023
for Department Heads and then for all other credit card holders thereafter. (Exhibit 6)

B. History/Role of Senior Internal Auditor/Project Coordinator Position

One of the queries made by the Board of Finance (Exhibit 17) is why the Senior Internal Auditor
Project Coordinator is not able to conduct sufficient annual audits. In light of this query in
addition to the important interplay between the Internal Auditor position in Finance, Risk
Management/Human Resources and Purchasing, a review of the history and job functions of the
Internal Auditor position was conducted by the undersigned:

September 21, 1991: Ms. Saxl was appointed as the Internal Auditor (This position is a
union position affiliated with the Fairfield Professional and Technical Employees
Association. Local 12-3-366 of Council 4 AFSCME, AFL-CIO.

July 29, 1996: Ms. Sax] was promoted to Senior Internal Auditor by John Leahy, Fiscal
Officer. (Exhibit 3)



e August, 2013: the Town entered into a Side Letter of Agreement with PETA based on a
recommendation by Robert Mayor, CFO (Exhibit 3) The Agreement states that Ms. Nolfi
[Saxl] “...has taken on additional responsibilities not related to her position as Internal
Auditor namely in the Pension Plan Administration, Capital Projects and Debt Service
Planning, and Special Projects including but not limited to FEMA Reimbursement
Activities...” (Exhibit 3) The Agreement was signed by First Selectman Michael
Tetreau, Robert Mayor and HR Director Mary Carroll-Mirylees. (Exhibit 3)

e August, 2019: Emmett Hibson, HR Director, on behalf of the Town, and Connie Saxl,
Union President and Senior Internal Auditor, on behalf of the PETA Union entered into a
Memorandum of Agreement entitled “Concetta Saxl-Working out of Class.” (Exhibit 3)
At the time Ms. Saxl signed this agreement she was the Union President for PETA and
has remained since that time as Union President for the PETA Union. The Agreement
states in pertinent part “[iln a May 24, 2019 letter to the Chief Fiscal Officer, Saxl
requested a permanent upgrade to her position, which would provide compensation
commensurate with the additional duties she is required to perform or that she no longer
wanted to perform the additional work detailed in the September 3, 2013 Agreement [to
which she was paid an annual stipend of $5,500 from September 3, 2013 to August,
2019].” (Exhibit 3) Pursuant to the August 2019 MOA, the Town created a new position
of Senior Internal Auditor/Project Coordinator at PETA Grade 10, Step 4. As part of the
Agreement, when Ms. Saxl departs from the Senior Internal Auditor/Project Coordinator,
the Town may choose not to fill the position of Senior Internal Auditor or Senior Internal
Auditor/Project Coordinator. (Exhibit 3)

When Mr. Schmitt became CFO, he began taking over the capitol project work from Ms. Saxl.
Currently, most if not all these functions fall under the CFO. Mr. Schmitt in consultation with the
Controller and Human Resources implemented the job description for Fiscal Analyst Manager.
(Exhibit 35) This position was created to work under the direction of the CFO and “... serves as
the Finance Department’s liaison to other Town departments, providing oversight and technical
assistance on financial matters, with an emphasis on capital projects.” The essential job
functions include:

¢ Monitors and provides status reports on capital project budgets, expenditures, and
grants to internal and external stakeholders.

e Coordinates and assists in reporting of additions and disposals of fixed assets with
Associate Analyst.

e Coordinates compilation of all backup documentation for capital projects in

preparation for board meetings.

Assists in development of the Town’s capital improvement plan.

Provides expense and revenue reports relative to usage of Transfer Station.

Provides reports of miscellancous revenue collection.

Assists in preparation of Requests for Proposals.

Ensures department compliance with financial controls.

Administers grants and assures adherence to terms and conditions of grant contracts.

Performs reconciliations of financial records and transactions.
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e Oversees purchasing process for DPW.
e Coordinates scheduling and preparation for capital project meetings.
e When requested, attends meetings of various commissions, and elected Town bodies.

The Fiscal Analyst/Manager was posted and filled recently by a qualified candidate who will
commence employment in this role in September, 2023. This position will cover project
management job functions as set forth in the Senior Internal Auditor/Project Manager job
description, allowing for Ms. Saxl to be able to focus primarily on audits for this fiscal year.

C. Interplay with Finance, Human Resources, and the Town Charter Code of Conduct

Under Article XI, Section 11.1 of the Town Charter, Exhibit 2, Town Officers which include the
position of CFO, Director of Purchasing, Director of Human Resources and Internal Auditor
shall “demonstrate by their example the highest standards of ethical conduct, to the end that the
public may justifiably have trust and confidence in the integrity of government. As agents of
public purpose, they shall hold their offices or positions for the benefit of the public, shall
recognize that the public interest is their primary concern, and shall faithfully discharge the
duties of their offices regardless of personal considerations.”

On December 15, 2009, the Town of Fairfield Municipal Fraud Policies and Procedures* went
into effect stating in pertinent part “[t]he Town is committed to protecting its assets against the
risk of loss or misuse. Accordingly, it is the policy of the Town of Fairfield to identify and
promptly investigate any possibility of fraudulent or related dishonest activities against the town
and, when appropriate, to pursue legal remedies available under the law.” Under the 2009 policy
the definition of fraud includes:

¢ Claim for reimbursement of expenses that are not job-related or authorized y the current
bargaining agreement

e Misappropriate of Town assets (funds, securities, supplies, furniture, budgets, etc.)

e Improprieties in the handling or reporting of money transactions

e Any apparent violation of Federal, State or Local laws related to dishonest activities or
fraud.

Management “refers to any administrator, manager, director, supervisor, or other individual who
manages or supervises funds or other resources, including human resources.” Under this policy,
Human Resources in conjunction with the town Attorney, the First Selectman, the Chief of
police and, if needed the Chief Fiscal Officer has the primary responsibility for the investigation
of alleged fraud.

In November, 2019, the 2009 Code of Conduct policy was revised and incorporates the Code of
Conduct, Article XI, of the Charter. It expands the definition of fraud. Under the 2019 policy,

*The undersigned located a copy of the 2009 Code of Conduct policy in Finance’s shared drive.
Lori Charlton, Chair for the Board of Finance, sent a copy in an email to me on March 2, 2023.
(Exhibit 17)



HR is primarily responsible for investigating allegations of fraud. Both policies refer to the
External Auditor but not the Internal Auditor.

Under the section 11. 2 D of the Town Charter (conflict of interest), Town employees, including
appointed officials, are prohibited from “[e]ngag[ing] in any business transaction or activity or
have a financial interest, direct or indirect, which is incompatible with the proper discharge of
the official duties or which may tend to impair the independence of judgment in the performance
of the Town officer's, employee's, or member's official duties.” In her position of Senior Internal
Auditor/Project Manager, Ms. Saxl is required to “[c] onduct...[independent] investigations on
potential fraudulent activities, which includes identifying abuse; waste, and/or fraud and
preparing related reports; interviewing personnel; providing support to law enforcement
agencies...”

In addition to being in a position that requires the ability to conduct independent investigations
and/or audits, Ms. Saxl is the Union President of PETA-the supervisor union- and has been for
several years. In her role as Union President, she is responsible for advocating and supporting
PETA members, including when they are under investigation for alleged violation of policy,
rules or regulations. The Union President is filled by election with voting by PETA union
members. Many of the departments or operations audited by Ms. Saxl are led by PETA
members.

D. Review of Credit Cardholder Expense Reporting

1. Submission of Reports

Currently, cardholders are required to submit to Finance reconciliation vouchers monthly
attesting to compliance with proper purchasing rules and policy along with back up receipts as
well as completion of the meeting/travel forms as appropriate. Department Heads are required to
sign the reconciliation forms for the card holders they supervise to the Finance Assistant, Kiva
Barry. Credit card holders who are Department Heads are required to submit their reconciliation
vouchers with back-up to the CFO for sign off.

Background of Finance Assistant Position

In 2019, the Payroll Clerk, Kiva Barry, assigned to Finance was responsible for reviewing the
reconciliation records, including receipts to substantiate the purchase. The Payroll Clerk reports
directly to the Controller and “processes all of the Payroll functions for the Town. “(Job
Description, Exhibit 32) In addition to many payroll functions, including weekly and biweekly
payroll warrants and accounts payable disbursements and taxes, the Payroll Clerk “is also
responsible for helping the Controller with any financial issues as needed.” (Exhibit 32)

Effective July 1, 2022, Ms. Barry was reclassified to the position of Finance Assistant reporting
directly to the Controller. Ms. Barry has and continues to review reconciliation packages from
credit card holders. In addition to the many payroll functions, the Finance Assistant “also tracks,



monitors, and process general Accounts Payable transactions... This position also requires
financial analysis and the ability to efficiently and accurately calculate various financial
projects.” (Exhibit 32) The Finance Assistant is also responsible for training employees and
assisting employees with payroll records, forms and files. This position “is also responsible for
helping the Controller with any financial issues as needed.” (Exhibit 32) One of the minimum
qualifications and abilities includes “[s]trong financial skills and abilities” and “[s]trong
analytical and data gathering skills.” (Exhibit 32)

2. Justification

In March, 2023, Joanne Courtemanche, Labor Relations Specialist, created a survey from a list
of the 90 credit card holders (Exhibit 15).” The survey was issued to Department Heads who are
cardholders and/or supervise cardholders obtain the rationale/justification for having a credit
card. (Exhibit 16). In response to the question of whether the cardholder should retain the card,
all answered affirmatively.

The results of the survey further revealed that even after the January 2023 refresher email
(Exhibit 5) and February, 2023 Department Head meeting regarding proper expense reporting
(Exhibit 6), credit card holders were unclear about best purchasing practices and rules as well as
the credit card policy. The survey also showed that not all credit card holders or Department
Heads have an inventory audit process for purchased items.

3. Audit of Records

a. Credit Card Holder Records from 2018-2022

The undersigned completed a parallel investigation and finding of fact concerning John Bodie,
Superintendent of the WPCF in (Exhibit 34) on April 5, 2023. A copy of the report and/or
findings of fact were provided to members of the WPCA and the Board of Finance in April,
2023. (Exhibit 17) The scope of that investigation was a thorough review of credit card
statements and back up from January 1, 2018 to December 31, 2022 by Mr. Bodie and William
Norton, former Superintendent. A review of each statement and reconciliation records was done
for each month during that time period.

For this investigation, the undersigned took samples of all the credit card statements and
reconciliation records from January 1, 2018 through December 2022 for the beginning of the
calendar year (January/February) and mid-year (July/August). From that review, I culled out
those reconciliation records of card holders that did not specify the business purpose for the
purchase. (Exhibit 35) I gave notice to Union leadership that I would be issuing questionnaires to
some of their members about specific purchases in the event a union member requested union

® As of June 15, 2023, there were ninety open accounts of which 86 had activity in last twelve
months. (Exhibit 15)
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representation. (Exhibit 18) I also upon the request of the Fire and Police Unions issued a
Garrity warning® for members who were required to respond to the questionnaire. (Exhibit 18)

Questionnaires were issued to employees the week of June 12, 2023 and the week of June 19,
2023 to employees in the following departments:

Animal Control (Exhibit 19)
Conservation (Exhibit 21)

Department of Public Works (Exhibit 22)
Engineering (Exhibit 24)

Fire (Exhibit 25)

Police (Exhibit 26)

Finance (Exhibit 27)

First Selectwoman (Exhibit 28)

Human Services (Exhibit 31)
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Responses to the questionnaires were received up to June 30, 2023. (Exhibits 19, 21, 22, 24, 25,
26,27, 28, 31). All employees who received the questionnaires were cooperative and provided
the rationale for the purchases. With the exception of a purchase of Zicam and other over the
counter medication with a Town issued credit card in the Engineering Department, Exhibit 24,
the rationale for purchases as reported were for legitimate Town business. There was no
evidence of intent to defraud the public.

As Ms. Saxl reported in her audit of credit card use from 3/19 to 10/19, Exhibit 13, there were
instances of cardholders paying state sales tax on purchases, purchasing meals for meetings
without an agenda/list of participants, and not using pre-approved vendors, such as W.B. Mason
for office supplies. Since Ms. Saxl issue the January 2023 refresher (Exhibit 5) and Human
Resources with the CFO issued revised reconciliation and other back up forms in February, 2023
(Exhibit 6), there has been some improvement with compliance with the credit card policy;
however, there are some areas that need improvement as demonstrated by the survey, Exhibit 16,
which is being addressed by Finance in partnership with Human Resources. (Exhibit 6)

Building Department (Exhibit 20)

On June 20, 2023, a letter was sent to Shawn Reed’s home address as Mr. Reed, the former
Building Official, is no longer employed with the Town. (Exhibit 20) The inquiry concerned his
purchase of an Apple pen purchased in June, 2022 sent to his home address. Mr. Reed indicated
that the purchase was for legitimate work in the field related to job duties or the Building
Department personnel. (Exhibit 20).

® A Garrity warning protect public employees from being compelled to incriminate themselves
during investigatory interviews conducted by their employers. This protection stems from

the Fifth Amendment to the United States Constitution, which declares that the government
cannot compel a person to be a witness against him/herself.
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Mr. Reed reported that the rationale for having the pen shipped to his home address was for
security reasons as there was an occasion in which he arrived to work and found a package
containing a package IPADs/IPAD pens sitting on the front steps of Sullivan Independence Hall.
(Exhibit 20) He further reported that although no one had taken the box overnight, he recognized
the risk going forward so he subsequently had these types of purchases sent to his home address;
once they arrived, he brought them to work. (Exhibit 20)

b. Other Review

On June 22, 2023, Human Resources received a FOIA request from Dana Kery to inspect credit
card records for December, 2022 and May 2023. As part of this investigation, I learned from
Mr. Schmitt that Department Heads for Fire (Exhibit 25), Economic Development (Exhibit 23),
Library (Exhibit 30), and Health (Exhibit 29) were asked to provide additional information in
support of purchases made with their credit cards to which they complied in full.

A comparison of credit card reconciliation reports submitted in December 2022 as compared to
those submitted in May, 2023 demonstrates significant improvement with the amount of
spending and justification for purchases made (Exhibit 36). However, the review demonstrated
that there was still room for improvement with the justification and review by Department Heads
and/or credit card holders (such as sales tac). The undersigned with Jared Schmitt, CFOQ, Adam
Tulin , Purchasing Director, and Peter Ritchey, Assistant HR Director, revised forms to include
samples and attestation as well as the credit card policy to enforce accountability.

V. FINDINGS

e There is no evidence that the credit card holders under review from 2018-2022 were
purchasing items with the Town issued card to defraud the public.

e The Employee Credit Card Expenditures Audit for the period of March, 2019 to October,
2019 was conducted in February 2020 by the Senior Internal Auditor/Project Manager.
This information was shared with the Interim CFO, Caitlin Bosse, and the Director of
Purchasing at the time, Gerald Foley. The auditor’s findings and recommendations were
not directly shared with the First Selectman, her Chief of Staff, or the Chief
Administrative Officer.

e The February 2020 Audit did not include specific findings. Rather, it contained general
and broad conclusions and recommendations. The report did not identify serious problem
areas that could have been immediately addressed to prevent potential ongoing liability,
such as the credit card spending in violation of policy at the WPCF.

® The Senior Internal Auditor/Project Manager is not sustainable for one person. The duties

associated with project management are being removed and will no longer be required of
Ms. Saxl so that she can focus primarily on internal audits.
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e Ms. Saxl as the elected PETA Union President is required to represent union members
that she may be auditing or investigating for violations of Town policy, procedures and

protocol in her role as auditor. This creates a conflict of interest and may compromise her

ability to conduct a thorough and/or unbiased audit or investigation.

e Credit card policies and procedures have been in place since March, 2000; however,
notice of policies and procedures have not been clearly communicated to card holders.
The April 2023 survey of credit card holders demonstrates credit card holders need
additional training with respect to purchasing rules and the credit card policy.

e Since the commencement of this investigation, the credit card policy and back up
requirements have been revised to ensure more oversight. Training by Finance, HR and
Purchasing commenced the week of July 17, 2023 for department heads and credit card
holders on purchasing rules, the credit card policy and the code of conduct.

Cathleen A. Simpson
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Simpson, Cathleen

From:
Sent:
To:

Cc:
Subject:

Good Afternoon,

Simpson, Cathleen

Wednesday, January 4, 2023 4:37 PM
'‘Dana Kery'

Courtemanche, Joanne

Time to Meet

I am following up on the purchasing/auditing protocol issues and related matters you recently brought to the
Town's attention. As a result, HR is conducting an administrative investigation. As part of that investigation, |
would like to schedule a meeting to thoroughly go over the information with you at a mutually convenient time. |
looped in Joanne Courtemanche, Labor Relations Specialist, who is assisting me with this highly sensitive and
confidential administrative investigation. Once we obtain some dates/times, we will coordinate a private space at
the Fairfield Public Library if that is convenient for you.

| greatly appreciate your willingness to assist us.

Best,
Cathleen

Hiirnan PRassurces Divestor
Gown of Frsinfteld

Platlivan Indgpondonco Hall
725 Old Pt Dload
Fairfteldd, CT VOS24
(475) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, January 5, 2023 11:09 AM
To: ‘Dana Kery'

Cc: Courtemanche, Joanne

Subject: RE: Time to Meet

Hi Dana,

Let's shoot for Monday, 1/9/23, at 2:00 pm. | will follow up with the room at the Library and confirm.
Again, | so appreciate your time and assistance.
Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, January 4, 2023 5:12 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>
Subject: Re: Time to Meet

Hello Cathleen,

My schedule is flexible, | can likely be available for anytime that is convenient for you.
This week:

Thursday 1/5 - anytime

Friday 1/6 - after 3:30

Monday 1/7 - after 1:00

Tuesday 1/8 - anytime

Wednesday 1/9 - after 3:30

Thank you for reviewing this.
Dana

Sent from my iPhone

On Jan 4, 2023, at 4:36 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Good Afternoon,

| am following up on the purchasing/auditing protocol issues and related matters you recently
brought to the Town'’s attention. As a result, HR is conducting an administrative investigation. As
part of that investigation, | would like to schedule a meeting to thoroughly go over the information
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with you at a mutually convenient time. | looped in Joanne Courtemanche, Labor Relations
Specialist, who is assisting me with this highly sensitive and confidential administrative

investigation. Once we obtain some dates/times, we will coordinate a private space at the Fairfield
Public Library if that is convenient for you.

| greatly appreciate your willingness to assist us.

Best,
Cathleen

Sitrman Dosources Directos
Giwon of Frnistleted

llivarn J{u@ﬁmmbm .7/
725 Ot Doss Poad
G, CT O824
(475) 360-6002




Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, January 19, 2023 5:44 PM

To: ‘Dana Kery'; Baldwin, James

Subject: RE: FOIA request Richard White Way, Fairfield, CT (F-23-35)
Hi Dana,

| have been meaning to contact you. Joanne and | are progressing with our investigation slowly but we really
appreciate the information you provided. It is so helpful. | will defer to Jim regarding the litigation status.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Thursday, January 19, 2023 3:06 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>; Baldwin, James <jbaldwin@cbklaw.net>
Subject: Fwd: FOIA request Richard White Way, Fairfield, CT (F-23-35)

Hi Cathleen and Jim,

This is a denied request from DEEP for copies of NOV’s associated with Solid Waste and Recycling Transfer Station - not
the fill pile or Penfield.

Prior to the Fill Pile 2018, an NOV was given to the previous operator of the transfer station; | do not have a copy. Are
you aware of litigation concerning the Town Transfer Station?

Thanks.
Dana

Sent from my iPhone

Begin forwarded message:
From: "Kramer, MaryLou" <MaryLou.Kramer@ct.gov>
Date: January 19, 2023 at 2:28:09 PM EST

To: Dana Kery <danakery@gmail.com>
Subject: RE: FOIA request Richard White Way, Fairfield, CT (F-23-35)

Unfortunately, | cannot provide any further information, or are any other records being released.

Thank you for your understanding.



Mavry Low Kramer

Paralegal

Office of Legal Counsel

Office of the Commissioner

Connecticut Department of Energy and Environmental Protection
79 Elm Street, Hartford, CT 06106-5127

Tel: 860.424.3058

Fax: 860.424.4053

Email: Marylou.kramer@ct.gov

This email, including attachments, contains information that is confidential and may be protected by the
attorney/client or other privileges. This e-mail, including attachments, constitutes non-public
information intended to be conveyed only to the designated recipient(s). If you are not an intended
recipient, please delete this e-mail, including attachments, and notify me. The unauthorized use,
dissemination, distribution or reproduction of this e-mail, including attachments, is prohibited and may
be unlawful.

e e e e e e e e e e e e e e sl ol vl vl s e o e e e ke i i i e vl e e e e e e e e o o e ke e vl e e e e e ek sk e o e e o o ol o e ol o o o e o e e o ol o i o ol o e ol e e e ol o sk ol e s e o o o e e e e e e

e e e e e e e e o e e e ol e e e e e e e e e e e e e e ek R R A Rk A A A AR A AR Ak ek kA d

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, January 18, 2023 8:06 PM

To: DEEP FOIA <Deep.FOIA@ct.gov>; Kramer, MaryLou <MaryLou.Kramer@ct.gov>
Subject: Re: FOIA request Richard White Way, Fairfield, CT (F-23-35)

EXTERNAL EMAIL: This email originated from outside of the organization. Do not click any links or open any
attachments unless you trust the sender and know the content is safe.

Thank you for the reply.
For clarification, is the litigation concerning the Town of Fairfield Solid Waste and Recycling Transfer
Station, for household waste?

I am aware of litigation concerning the Construction Materials Processing Facility, aka The Fill Pile; as
well as Penfield, and Owen Fish.

Is Solid Waste sealed in conjunction with the CMPF?




Thank you.
Dana Kery

OnJan 18, 2023, at 4:05 PM, DEEP FOIA <Deep.FOIA@ct.gov> wrote:

Please be advised that records responsive to your request are not being released at this
time due to pending litigation.

Thank you,

Mary Low Krawmer

Paralegal

Office of Legal Counsel

Office of the Commissioner

Connecticut Department of Energy and Environmental Protection
79 Elm Street, Hartford, CT 06106-5127

Tel: 860.424.3058

Fax: 860.424.4053

Email: Marylou.kramer(@ct.gov
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This email, including attachments, contains information that is confidential and may be
protected by the attorney/client or other privileges. This e-mail, including attachments,
constitutes non-public information intended to be conveyed only to the designated
recipient(s). If you are not an intended recipient, please delete this e-mail, including
attachments, and notify me. The unauthorized use, dissemination, distribution or
reproduction of this e-mail, including attachments, is prohibited and may be unlawful.
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Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, January 19, 2023 5:48 PM
To: ‘Dana Kery'; Courtemanche, Joanne
Subject: RE: Time to Meet

Hi Dana,

| want to reiterate how helpful it was to meet with you and so appreciate the information and huge effort that
went into your review. Our progress is slow but we are plodding along. | will definitely reach out if we need
assistance or additional information.

It was a pleasure meeting with you and | am sure will be meeting again in the near future.
Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, January 18, 2023 4:39 PM

To: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>
Cc: Simpson, Cathleen <CSimpson@fairfieldct.org>

Subject: Re: Time to Meet

Hello Cathleen and Joanne,

Touching base to see how you are progressing and if | can assist with anything?
Thank you.
Dana

Sent from my iPhone

On Jan 6, 2023, at 4:48 PM, Courtemanche, Joanne <JCourtemanche@fairfieldct.org> wrote:

Hello Dana:

Cathleen asked me to confirm with you that we will meet at 2:00 pm in the Memorial Room in the
downtown Fairfield library. Have a nice weekend.

From: Dana Kery <danakery@gmail.com>

Sent: Thursday, January 5, 2023 3:28 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>
Subject: Re: Time to Meet




Good Afternoon,

| am following up on the purchasing/auditing protocol issues and
related matters you recently brought to the Town'’s attention. As a
result, HR is conducting an administrative investigation. As part of
that investigation, | would like to schedule a meeting to thoroughly
go over the information with you at a mutually convenient time. |
looped in Joanne Courtemanche, Labor Relations Specialist, who is
assisting me with this highly sensitive and confidential administrative
investigation. Once we obtain some dates/times, we will coordinate
a private space at the Fairfield Public Library if that is convenient for
you.

| greatly appreciate your willingness to assist us.
Best,
Cathleen

Ciathteon I Hlmpion
Giorn of Fiaificted

Dlutlioan Indgpondoncs SHill
725 Old Dois Pload
(475) 850-6002




Simpson, Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 6:49 PM

To: Simpson, Cathleen

Cc: FOIA; Vintonyak, Ivanna; Ritchey, Peter

Subject: Re: FOIA request - ToF American Express Statements
Thank you!

Thursday afternoon is good. | appreciate the reply, Cathleen.

Dana

Sent from my iPhone

OnJun 27, 2023, at 4:22 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi again,

I meant to add that Ivanna is correct in that under FOIA, we are not required to answer questions
but there is information available that is responsive to your question. The short answer is yes and |
can make the history available when you come to inspect the Amex records.

See you on Thursday.

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 4:18 PM

To: 'Dana Kery' <danakery@gmail.com>; FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, lvanna <IVintonyak@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: RE: FOIA request - ToF American Express Statements

Hi Dana,

Ivanna is out today but returning tomorrow. | presume you are seeking the statements and

backup? I have December 2022 ready, but waiting for Finance to complete its review of May 2023. |
was told that they should be available by Thursday so perhaps the afternoon is better to ensure the
review is complete.

Best,

Cathleen



From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27,2023 9:06 AM

To: FOIA <FOIA®@fairfieldct.org>

Cc: Vintonyak, Ivanna <|Vintonyak@fairfieldct.org>; Simpson, Cathleen <CSimpson@fairfieldct.org>;
Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Dear Ivanna,

Thank you for the reply. May | view the statements on Thursday, June 29 and if needed Friday, June 30?

Best regards,
Dana

Sent from my iPhone

On Jun 22, 2023, at 4:20 PM, FOIA <FOIA@fairfieldct.org> wrote:

Dear Dana Kery,

We are in receipt of your FOIA request. Please note, per FOIA statute
(Conn. Gen. Stat. §§ 1-200 et seq), we are obligated to only provide
public documents/records that currently exist are subject to the law
and not a request for answers to questions.

Let us know your preferred windows of time to come in and inspect

American Express credit card statements for the months of December
2022 and May 2023.

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org




From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 20, 2023 5:23 PM

To: FOIA <FOIA@fairfieldct.org>

Subject: FOIA request - ToF American Express Statements

Hello!
FOIA form is attached.

I would like to view the Town of Fairfield American Express credit card statements, including
usage by all card holding Town employees for the months of December 2022 and May 2023.

Has there been an update to the ToF Credit Card policy since 4/4/2020?

If there are any fees for searching for these records, please inform me if the cost will exceed
$20.00. | do request a waiver of all fees, as the disclosure is in the public interest. | am a resident
of Fairfield and a member of the Town of Fairfield Ethics Commission. This information is not
sought for commercial purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



Simpson, Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, June 28, 2023 10:28 PM

To: Simpson, Cathleen

Cc: FOIA; Vintonyak, lvanna; Ritchey, Peter

Subject: Re: FOIA request - ToF American Express Statements
Hi Cathleen,

| don’t want to add complexity to your day. Happy to bump until after end of year and the holiday. Would Thursday, July
6 be better?

Dana

Sent from my iPhone

On Jun 28, 2023, at 6:40 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Good Evening,

Let me know what time works for you tomorrow afternoon. | am in a meeting from 1:30 pm to 2:30
pm but lvanna is available. You can plan on meeting at HR at a time convenient for you and we
can use either the HR conference room or find another one that is available as we are at the end of
the fiscal year crunch and our HR Assistant may be using our space tomorrow.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 6:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOIA@fairfieldct.org>; Vintonyak, Ivanna <IVintonyak@Tfairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Thank you!
Thursday afternoon is good. | appreciate the reply, Cathleen.

Dana

Sent from my iPhone



OnlJun 27, 2023, at 4:22 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi again,

| meant to add that Ivanna is correct in that under FOIA, we are not required to
answer questions but there is information available that is responsive to your
question. The short answer is yes and | can make the history available when you
come to inspect the Amex records.

See you on Thursday.

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 4:18 PM

To: 'Dana Kery' <danakery@gmail.com>; FOIA <FOIA@fairfieldct.org>
Cc: Vintonyak, lvanna <|Vintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: RE: FOIA request - ToF American Express Statements

Hi Dana,

Ivanna is out today but returning tomorrow. | presume you are seeking the
statements and backup? | have December 2022 ready, but waiting for Finance to
complete its review of May 2023. | was told that they should be available by
Thursday so perhaps the afternoon is better to ensure the review is complete.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 9:06 AM

To: FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, Ivanna <IVintonyak@fairfieldct.org>; Simpson, Cathleen
<CSimpson@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: Re: FOIA request - ToF American Express Statements

Dear lvanna,

Thank you for the reply. May | view the statements on Thursday, June 29 and if needed
Friday, June 30?

Best regards,
Dana



Sent from my iPhone

OnJun 22, 2023, at 4:20 PM, FOIA <FOIA@fairfieldct.org> wrote:

Dear Dana Kery,

We are in receipt of your FOIA request. Please note, per
FOIA statute (Conn. Gen. Stat. §§ 1-200 et seq), we are
obligated to only provide public documents/records that
currently exist are subject to the law and not a request for
answers to questions.

Let us know your preferred windows of time to come in
and inspect American Express credit card statements for
the months of December 2022 and May 2023.

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600
www.fairfieldct.org

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 20, 2023 5:23 PM

To: FOIA <FOIA@fairfieldct.org>

Subject: FOIA request - ToF American Express Statements




Hello!
FOIA form is attached.

I would like to view the Town of Fairfield American Express credit card
statements, including usage by all card holding Town employees for the
months of December 2022 and May 2023.

Has there been an update to the ToF Credit Card policy since 4/4/2020?

If there are any fees for searching for these records, please inform me if the
cost will exceed $20.00. | do request a waiver of all fees, as the disclosure is in
the public interest. | am a resident of Fairfield and a member of the Town of
Fairfield Ethics Commission. This information is not sought for commercial
purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 28, 2023 6:40 PM

To: ‘Dana Kery'

Cc: FOIA; Vintonyak, Ivanna; Ritchey, Peter

Subject: RE: FOIA request - ToF American Express Statements

Good Evening,

Let me know what time works for you tomorrow afternoon. | am in a meeting from 1:30 pm to 2:30 pm but Ivanna
is available. You can plan on meeting at HR at a time convenient for you and we can use either the HR conference
room or find another one that is available as we are at the end of the fiscal year crunch and our HR Assistant may
be using our space tomorrow.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 6:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOIA@fairfieldct.org>; Vintonyak, lvanna <IVintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Thank you!
Thursday afternoon is good. | appreciate the reply, Cathleen.

Dana

Sent from my iPhone

On Jun 27, 2023, at 4:22 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi again,

| meant to add that Ivanna is correct in that under FOIA, we are not required to answer questions
but there is information available that is responsive to your question. The short answer is yes and |
can make the history available when you come to inspect the Amex records.

See you on Thursday:.

Cathleen



From: Simpson, Cathleen

Sent: Tuesday, June 27,2023 4:18 PM

To: 'Dana Kery' <danakery@gmail.com>; FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, lvanna <|Vintonyak@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: RE: FOIA request - ToF American Express Statements

Hi Dana,

lvanna is out today but returning tomorrow. | presume you are seeking the statements and
backup? | have December 2022 ready, but waiting for Finance to complete its review of May 2023. |
was told that they should be available by Thursday so perhaps the afternoon is better to ensure the
review is complete.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 9:06 AM

To: FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, lvanna <|Vintonyak@fairfieldct.org>; Simpson, Cathleen <CSimpson@fairfieldct.org>;
Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Dear lvanna,

Thank you for the reply. May | view the statements on Thursday, June 29 and if needed Friday, June 30?

Best regards,
Dana

Sent from my iPhone

OnJun 22, 2023, at 4:20 PM, FOIA <FOIA@fairfieldct.org> wrote:

Dear Dana Kery,

We are in receipt of your FOIA request. Please note, per FOIA statute
(Conn. Gen. Stat. §§ 1-200 et seq), we are obligated to only provide
public documents/records that currently exist are subject to the law
and not a request for answers to questions.

Let us know your preferred windows of time to come in and inspect
American Express credit card statements for the months of December
2022 and May 2023.



Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 20, 2023 5:23 PM
To: FOIA <FOlA@fairfieldct.org>

Subject: FOIA request - ToF American Express Statements

Hello!
FOIA form is attached.

I would like to view the Town of Fairfield American Express credit card statements, including
usage by all card holding Town employees for the months of December 2022 and May 2023.

Has there been an update to the ToF Credit Card policy since 4/4/20207?

If there are any fees for searching for these records, please inform me if the cost will exceed
$20.00. | do request a waiver of all fees, as the disclosure is in the public interest. { am a resident
of Fairfield and a member of the Town of Fairfield Ethics Commission. This information is not

sought for commercial purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, June 29, 2023 9:38 AM

To: '‘Dana Kery'

Cc: FOIA; Vintonyak, lvanna; Ritchey, Peter

Subject: RE: FOIA request - ToF American Express Statements

Thank you Dana for your consideration. July 6" would be better and again, appreciate the consideration.
Happy 4" of July!
Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, June 28, 2023 10:28 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOIA@fairfieldct.org>; Vintonyak, lvanna <IVintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - TOF American Express Statements

Hi Cathleen,

I don’t want to add complexity to your day. Happy to bump until after end of year and the holiday. Would Thursday, July
6 be better?

Dana

Sent from my iPhone

OnJun 28, 2023, at 6:40 PM, Simpson, Cathleen <CSimpson@Tfairfieldct.org> wrote:

Good Evening,

Let me know what time works for you tomorrow afternoon. | am in a meeting from 1:30 pm to 2:30
pm but Ivanna is available. You can plan on meeting at HR at a time convenient for you and we
can use either the HR conference room or find another one that is available as we are at the end of
the fiscal year crunch and our HR Assistant may be using our space tomorrow.

Best,

Cathleen



From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 6:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOlA@fairfieldct.org>; Vintonyak, Ivanna <IVintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Thank you!
Thursday afternoon is good. | appreciate the reply, Cathleen.

Dana

Sent from my iPhone

On Jun 27, 2023, at 4:22 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi again,

| meant to add that lvanna is correct in that under FOIA, we are not required to
answer questions but there is information available that is responsive to your
guestion. The short answer is yes and | can make the history available when you
come to inspect the Amex records.

See you on Thursday.

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 4:18 PM

To: 'Dana Kery' <danakery@gmail.com>; FOIA <FOIA@fairfieldct.org>
Cc: Vintonyak, lvanna <|Vintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: RE: FOIA request - ToF American Express Statements

Hi Dana,

lvanna is out today but returning tomorrow. | presume you are seeking the
statements and backup? | have December 2022 ready, but waiting for Finance to
complete its review of May 2023. | was told that they should be available by
Thursday so perhaps the afternoon is better to ensure the review is complete.

Best,

Cathleen



From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 9:06 AM

To: FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, Ilvanna <IVintonyak@fairfieldct.org>; Simpson, Cathleen
<CSimpson@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: Re: FOIA request - ToF American Express Statements

Dear lvanna,

Thank you for the reply. May | view the statements on Thursday, June 29 and if needed
Friday, June 30?

Best regards,
Dana

Sent from my iPhone

On Jun 22, 2023, at 4:20 PM, FOIA <FOIA@fairfieldct.org> wrote:

Dear Dana Kery,

We are in receipt of your FOIA request. Please note, per
FOIA statute (Conn. Gen. Stat. §§ 1-200 et seq), we are
obligated to only provide public documents/records that
currently exist are subject to the law and not a request for
answers to questions.

Let us know your preferred windows of time to come in

and inspect American Express credit card statements for
the months of December 2022 and May 2023.

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org




From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 20, 2023 5:23 PM

To: FOIA <FOlA@fairfieldct.org>

Subject: FOIA request - ToF American Express Statements

Hello!
FOIA form is attached.

I would like to view the Town of Fairfield American Express credit card
statements, including usage by all card holding Town employees for the
months of December 2022 and May 2023.

Has there been an update to the ToF Credit Card policy since 4/4/2020?

If there are any fees for searching for these records, please inform me if the
cost will exceed $20.00. | do request a waiver of all fees, as the disclosure is in
the public interest. | am a resident of Fairfield and a member of the Town of
Fairfield Ethics Commission. This information is not sought for commercial
purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



From: Dana Kery <danakery@gmail.com>
Sent: Tuesday, January 17, 2023 4:23 PM
To: DEEP FOIA <Deep.FOIA@ct.gov>
Subject: FOIA request

You don't often get email from danakery@gmail.com. Learn why this is important

EXTERNAL EMAIL: This email originated from outside of the organization. Do not click any links or
open any attachments unless you trust the sender and know the content is safe.

Hello,

Attached is a request to view NOV's associated with the Solid Waste and Recycling
Facility, Richard White Way, Fairfield CT, 2012 to present.

Thank you,

Dana Kery

7 Green Acres Lane
Fairfield, CT 06824
203-362-7797



Home Depot Milwaukee Hammer drili
Scotts Multi Use Sprayer - 2 gai -
4 Knock Out Roses
Home Depot Dorn Hayes AC Unit - $459 - 5/18/22
Apple Store Shawr Reed Apple Pencil and accessories
Shipped ic home address with Tax
4 ;5 Milford Point Road, Milford

Rite Aig John Chizmadia Zicam $17.49

CVS Jornn Chizmadia Viva and Puffs Pius

Amazon John Bodis Core Trainer wopble

Amazon Jonn Bodis Defender case - 1phone SE/817 Riack 28.69
Bassets Autc Giass John Bodie invoice 5057 $250

Fairfield Rotary Cluo $16C
American Red Cross - 6/2/22 - Scott Bisson

Restaurani expenses Jonn Bocie 4 transaciions 5/23-5/25 $650

Tax paid at Village Bagels - August YD $7,700
Tax paid at Village Bagels - Panziatis

Gas Station - tax paid, and why local station
Tax paid at Stapies

Tax paid at Michaels

xoense of Sirius XM — 2020 Ford Explorer
xpense of Apple Storage

\/iomhiy expense of {funes

Annual expense Go To Meeting - $7¢
Annual expense Constant Contact -
Monthly expense - Time4Cene.co

a
e
e

gz — ’we 22 through May 2
3335 - 6/29 - Galen Brown
- $33 - Shawn Reed

BJ’s Membershio $53 annuai memb 3750687160 - Parks and Rec
Followed by a purchase - parks and rac u‘une 8

BJ’s Membership $55 annual memb 18341676974 - John Chizmadia
Rezzors Edge Tree Services - Lake Mohegan - $225

Parks and Rec -

CT zoological society, nutmeg bowl, rockn jump, soorts ¢ i
Expenses align with summer camps. The large expenses seem excessive for the Amex
surcharge



Review of ToF American Express Statement June 2622

Transactions hvvithén the staterment violate Cradit Card internal Aucititems #4,5,6,7, 8,9, 1C
Questions created by this review:

Is there a list of Pre-Approved Vendors?

What is the system?
Pressure
Rationalization
Opportunity
Who are the signatories on bank accounis?
Has the signature card been verified at the bank?
Who receives the bank staternenis? (Are bank statements maiied cr emailed?
Who writes the checks?
Who reconciles the bank statements?
Who charges expenses tc an account?
How is the appropriate acceunt determined?
YWho tracks expenses associated with g bia?
How are bid expenses reporied and reconcilec?
Theft of fuel?
What is the system?
Inventory?
Electronic Vendor Payments?
What is the driver behind Brenda saying a system is not necessary, the system will be
circumvented?

how are audits selected?
How are sudit findings reviewed for iongevity?

YWho manages billing and payments?
Waier
Sewer
Tax
Parks and Rec
Sewer compost - Wpes
Bank deposits
adjusts customer sccounts

Who reconciles the casn Srawers

payments in excess of bid award
Who reviews new vendors
What is the current list?
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Who controls paper checks

Payrcll

Who hires

Who enters payroli rates

How is payroll lime capiurec

Who reviews payrolf prior 10 authorization

Who reviews and removes terminated smployees

Who manages the accouni numbers for cirect depesii?

Who inputs?
Who makes changes and corrections?
Who reviews payroll budget tc actual?

outsourced Yendors
List of Qutsourced Yenders and annuai cayment
Expense vs bid award
anaiyze outsourced expens
Materials and Equipment
Existing Staff Resources
Within Bid guidelines — how is this verified?

()]
o
o
4%}
[4}]
” 5y
m
3
Q.
O
0]
1
[0)

Asset inventory - should be done



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27,2023 4:22 PM

To: ‘Dana Kery'; FOIA

Cc: Vintonyak, lvanna; Ritchey, Peter

Subject: RE: FOIA request - ToF American Express Statements
Hi again,

| meant to add that Ivanna is correct in that under FOIA, we are not required to answer questions but there is
information available that is responsive to your question. The short answer is yes and | can make the history
available when you come to inspect the Amex records.

See you on Thursday.

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 4:18 PM

To: 'Dana Kery' <danakery@gmail.com>; FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, Ivanna <IVintonyak@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: RE: FOIA request - ToF American Express Statements

Hi Dana,

Ivanna is out today but returning tomorrow. | presume you are seeking the statements and backup? | have
December 2022 ready, but waiting for Finance to complete its review of May 2023. | was told that they should be
available by Thursday so perhaps the afternoon is better to ensure the review is complete.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 9:06 AM

To: FOIA <FOlIA@fairfieldct.org>

Cc: Vintonyak, Ivanna <IVintonyak@fairfieldct.org>; Simpson, Cathleen <CSimpson@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Dear Ivanna,
Thank you for the reply. May | view the statements on Thursday, June 29 and if needed Friday, June 30?

Best regards,
Dana



Sent from my iPhone

OnlJun 22,2023, at 4:20 PM, FOIA <FOlA@fairfieldct.org> wrote:

Dear Dana Kery,

We are in receipt of your FOIA request. Please note, per FOIA statute (Conn. Gen.
Stat. §§ 1-200 et seq), we are obligated to only provide public documents/records
that currently exist are subject to the law and not a request for answers to
questions.

Let us know your preferred windows of time to come in and inspect American
Express credit card statements for the months of December 2022 and May 2023.

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 20, 2023 5:23 PM

To: FOIA <FOIA®@fairfieldct.org>

Subject: FOIA request - ToF American Express Statements

Hello!
FOIA form is attached.

I would like to view the Town of Fairfield American Express credit card statements, including usage by all card

2



holding Town employees for the months of December 2022 and May 2023.
Has there been an update to the ToF Credit Card policy since 4/4/20207?

If there are any fees for searching for these records, please inform me if the cost will exceed $20.00. | do request a
waiver of all fees, as the disclosure is in the public interest. | am a resident of Fairfield and a member of the Town
of Fairfield Ethics Commission. This information is not sought for commercial purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



Simpson, Cathleen

From:
Sent:
To:

Cc:
Subject:

Thank you, Ivanna.

Tomorrow, July 14, 1:30 is good.

See you then.
Dana

Sent from my iPhone

Dana Kery <danakery@gmail.com>

Thursday, July 13, 2023 10:50 AM

Vintonyak, lvanna

FOIA; Ritchey, Peter; Simpson, Cathleen

Re: FOIA request - ToF American Express Statements

On Jul 13, 2023, at 9:52 AM, Vintonyak, Ivanna <IVintonyak@fairfieldct.org> wrote:

Good Morning Dana,

Sending quick recovery for your father in law.

I am available tomorrow Friday 14" from 1:30 pm — 4 pm. OR Monday, July 17
from 10 am — 12 pm.

Please let me know if any of these dates and times work for you.

Thank you

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org




From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, July 12, 2023 9:35 AM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOIA@fairfieldct.org>; Vintonyak, Ivanna <IVintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Hello all,

Apologies for my delay... my father in law was in the hospital with heart problems, then Covid. Is there a
time that would be convenient for me to come in to view the Amex statements?

Thank you.
Dana

Sent from my iPhone

On Jun 29, 2023, at 9:38 AM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Thank you Dana for your consideration. July 6" would be better and again,
appreciate the consideration.

Happy 4" of July!
Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, June 28, 2023 10:28 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOIA@fairfieldct.org>; Vintonyak, Ivanna <|Vintonyak@fairfieldct.org>;
Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Hi Cathleen,

| don’t want to add complexity to your day. Happy to bump until after end of year and
the holiday. Would Thursday, July 6 be better?



Dana

Sent from my iPhone

On Jun 28, 2023, at 6:40 PM, Simpson, Cathleen
<CSimpson@fairfieldct.org> wrote:

Good Evening,

Let me know what time works for you tomorrow afternoon. | am in a
meeting from 1:30 pm to 2:30 pm but lvanna is available. You can
plan on meeting at HR at a time convenient for you and we can use
either the HR conference room or find another one that is available
as we are at the end of the fiscal year crunch and our HR Assistant
may be using our space tomorrow.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 6:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOlA@fairfieldct.org>; Vintonyak, lvanna
<IVintonyak@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: Re: FOIA request - ToF American Express Statements

Thank you!
Thursday afternoon is good. | appreciate the reply, Cathleen.

Dana

Sent from my iPhone

On Jun 27, 2023, at 4:22 PM, Simpson, Cathleen
<CSimpson@fairfieldct.org> wrote:

Hi again,



| meant to add that Ivanna is correct in that under
FOIA, we are not required to answer questions but
there is information available that is responsive to
your question. The short answer is yes and | can
make the history available when you come to inspect
the Amex records.

See you on Thursday.

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 4:18 PM

To: 'Dana Kery' <danakery@gmail.com>; FOIA
<FOIA@fairfieldct.org>

Cc: Vintonyak, lvanna <|Vintonyak@fairfieldct.org>;
Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: RE: FOIA request - ToF American Express
Statements

Hi Dana,

Ivanna is out today but returning tomorrow. |
presume you are seeking the statements and
backup? | have December 2022 ready, but waiting
for Finance to complete its review of May 2023. | was
told that they should be available by Thursday so
perhaps the afternoon is better to ensure the review
is complete.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 9:06 AM

To: FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, lvanna <IVintonyak@fairfieldct.org>;
Simpson, Cathleen <CSimpson@fairfieldct.org>;
Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express
Statements

Dear Ivanna,

Thank you for the reply. May | view the statements on
Thursday, June 29 and if needed Friday, June 30?



Best regards,
Dana

Sent from my iPhone

On Jun 22, 2023, at 4:20 PM, FOIA
<FOlA@fairfieldct.org> wrote:

Dear Dana Kery,

We are in receipt of your FOIA
request. Please note, per FOIA
statute (Conn. Gen. Stat. §§ 1-
200 et seq), we are obligated to
only provide public
documents/records that
currently exist are subject to the
law and not a request for
answers to questions.

Let us know your preferred
windows of time to come in
and inspect American Express
credit card statements for the
months of December 2022 and
May 2023.

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org




From: Dana Kery
<danakery@gmail.com>

Sent: Tuesday, June 20, 2023 5:23 PM
To: FOIA <FOlA@fairfieldct.org>
Subject: FOIA request - ToF American
Express Statements

Hello!
FOIA form is attached.

| would like to view the Town of Fairfield
American Express credit card statements,
including usage by all card holding Town
employees for the months of December
2022 and May 2023.

Has there been an update to the ToF Credit
Card policy since 4/4/2020?

If there are any fees for searching for these
records, please inform me if the cost wilt
exceed $20.00. | do request a waiver of all
fees, as the disclosure is in the public
interest. | am a resident of Fairfield and a
member of the Town of Fairfield Ethics
Commission. This information is not sought
for commercial purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



Simpson, Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Saturday, July 15, 2023 11:21 AM

To: Vintonyak, lvanna

Cc: FOIA; Ritchey, Peter; Simpson, Cathleen

Subject: Re: FOIA request - ToF American Express Statements

Hello Ivanna and Cathleen,
Thank you for meeting with me yesterday to view the December 2022 and May 2023 Amex statements. A copy of the
statements and supporting documents would be appreciated.

Please let me know when it would be convenient for me to pick them up.

I will also be sending another request under separate cover to view the signed credit card memorandum of
understanding for each card holder. It appears there are 92 cardholders.

Thank you!
Dana

Sent from my iPhone

OnJul 13, 2023, at 10:49 AM, Dana Kery <danakery@gmail.com> wrote:

Thank you, lvanna.

Tomorrow, july 14, 1:30 is good.
See you then.

Dana

Sent from my iPhone

On Jul 13, 2023, at 9:52 AM, Vintonyak, Ivanna <IVintonyak@fairfieldct.org> wrote:

Good Morning Dana,
Sending quick recovery for your father in law.

I am available tomorrow Friday 14" from 1:30 pm — 4 pm. OR
Monday, July 17% from 10 am — 12 pm.

Please let me know if any of these dates and times work for you.



Thank you

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www.fairfieldct.ore

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, July 12, 2023 9:35 AM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOlA@fairfieldct.org>; Vintonyak, Ivanna <IVintonyak@fairfieldct.org>;
Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express Statements

Hello all,
Apologies for my delay... my father in law was in the hospita! with heart problems, then
Covid. Is there a time that would be convenient for me to come in to view the Amex

statements?

Thank you.
Dana

Sent from my iPhone

OnJun 29, 2023, at 9:38 AM, Simpson, Cathleen
<CSimpson@fairfieldct.org> wrote:

Thank you Dana for your consideration. July 6" would be better and

again, appreciate the consideration.
2



Happy 4" of July!
Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Wednesday, June 28, 2023 10:28 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: FOIA <FOlIA@fairfieldct.org>; Vintonyak, lvanna
<IVintonyak@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>
Subject: Re: FOIA request - ToF American Express Statements

Hi Cathleen,

| don’t want to add complexity to your day. Happy to bump until after
end of year and the holiday. Would Thursday, July 6 be better?

Dana

Sent from my iPhone

OnJun 28, 2023, at 6:40 PM, Simpson, Cathleen
<CSimpson@fairfieldct.org> wrote:

Good Evening,

Let me know what time works for you tomorrow
afternoon. | am in a meeting from 1:30 pm to 2:30
pm but Ivanna is available. You can plan on meeting
at HR at a time convenient for you and we can use
either the HR conference room or find another one
that is available as we are at the end of the fiscal year
crunch and our HR Assistant may be using our space
tomorrow.

Best,

Cathleen

From: Dana Kery <danakery@gmail.com>

Sent: Tuesday, June 27, 2023 6:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
3




Cc: FOIA <FOIA@fairfieldct.org>; Vintonyak, lvanna
<|Vintonyak@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF American Express
Statements

Thank you!
Thursday afternoon is good. | appreciate the reply,
Cathleen.

Dana

Sent from my iPhone

On Jun 27, 2023, at 4:22 PM, Simpson,
Cathleen <CSimpson@fairfieldct.org>
wrote:

Hi again,

| meant to add that Ivanna is correct
in that under FOIA, we are not
required to answer questions but
there is information available that is
responsive to your question. The
short answer is yes and | can make
the history available when you come
to inspect the Amex records.

See you on Thursday.

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 4:18 PM
To: 'Dana Kery'
<danakery@gmail.com>; FOIA
<FOlA@fairfieldct.org>

Cc: Vintonyak, Ivanna
<lVintonyak@fairfieldct.org>; Ritchey,
Peter <PRitchey@fairfieldct.org>
Subject: RE: FOIA request - ToF
American Express Statements




Hi Dana,

Ivanna is out today but returning
tomorrow. | presume you are seeking
the statements and backup? | have
December 2022 ready, but waiting for
Finance to complete its review of May
2023. | was told that they should be
available by Thursday so perhaps the
afternoon is better to ensure the
review is complete.

Best,

Cathleen

From: Dana Kery
<danakery@gmail.com>

Sent: Tuesday, June 27, 2023 9:06 AM
To: FOIA <FOIA@fairfieldct.org>

Cc: Vintonyak, lvanna
<IVintonyak@fairfieldct.org>; Simpson,
Cathleen <CSimpson@fairfieldct.org>;
Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: Re: FOIA request - ToF
American Express Statements

Dear Ivanna,

Thank you for the reply. May | view the
statements on Thursday, June 29 and if
needed Friday, June 30?

Best regards,
Dana

Sent from my iPhone

OnJun 22, 2023, at
4:20 PM, FOIA
<FOIA@fairfieldct.org>
wrote:

Dear Dana Kery,



We are in receipt
of your FOIA
request. Please
note, per FOIA
statute (Conn.
Gen. Stat. §§ 1-
200 et seq), we are
obligated to only
provide public
documents/records
that currently exist
are subject to the
law and not a
request for
answers to
questions.

Let us know your
preferred windows
of time to come in
and inspect
American Express
credit card
statements for the
months of
December 2022
and May 2023.

Best regards,

Ivanna Vintonyak
Town of Fairfield
Human Resources
Paralegal

Sullivan
Independence Hall
725 Old Post Road
Fairfield, CT
06824

Work: 203-256-
3005

Cell: 475-450-
4600
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www. fairfieldct.or

From: Dana Kery
<danakery@gmail.com
>

Sent: Tuesday, June 20,
2023 5:23 PM

To: FOIA
<FOlA@fairfieldct.org>
Subject: FOIA request -
ToF American Express
Statements

Hello!
FOIA form is attached.

I would like to view the
Town of Fairfield
American Express credit
card statements, including
usage by all card holding
Town employees for the
months of December
2022 and May 2023.

Has there been an update
to the ToF Credit Card
policy since 4/4/20207?

If there are any fees for
searching for these
records, please inform me
if the cost will exceed
$20.00. | do request a
waiver of all fees, as the
disclosure is in the public
interest. | am a resident
of Fairfield and a member
of the Town of Fairfield
Ethics Commission. This
information is not sought
for commercial purposes.

Thank you.
Dana Kery



7 Green Acres Lane
Fairfield, CT 06824

Sent from my iPad



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, July 17, 2023 4:24 PM

To: FOIA; Dana Kery

Cc: Ritchey, Peter; Vintonyak, Ivanna

Subject: RE: FOIA request to view Credit Card MOU
Attachments: 2023 credit card MOU policy.pdf

HI Dana,

Here is the latest version issued in January, 2023. We will let you know when we have your copies ready of the
AMEX records. It should complete over the next few days.

Best,

Cathleen

From: FOIA <FOIA@fairfieldct.org>

Sent: Monday, July 17, 2023 3:53 PM

To: Dana Kery <danakery@gmail.com>; FOIA <FOIA@fairfieldct.org>

Cc: Simpson, Cathleen <CSimpson@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>; Vintonyak, Ivanna
<lVintonyak@fairfieldct.org>

Subject: RE: FOIA request to view Credit Card MOU

Dear Dana Kery,

We are in receipt of your FOIA request. Your request below has been referred to our
Department for review and appropriate response. You will be apprised of any costs associated
with your request once we complete our review.

Best regards,

Ivanna Vintonyak

Town of Fairfield

Human Resources Paralegal
Sullivan Independence Hall
725 Old Post Road
Fairfield, CT 06824

Work: 203-256-3005

Cell: 475-450-4600

www. fairfieldct.org




From: Dana Kery <danakery@gmail.com>
Sent: Monday, July 17, 2023 3:20 PM

To: FOIA <FOIA@fairfieldct.org>

Subject: FOIA request to view Credit Card MOU

Hello!
FOIA form is attached.

I would like to view the Credit Card Memorandum of Understanding for all Town of Fairfield employees authorized to have and use
an American Express credit card.

If there are any fees for searching for these records, please inform me if the cost will exceed $20.00. | do request a waiver of all fees,
as the disclosure is in the public interest. | am a resident of Fairfield. This information is not sought for commercial purposes.

Thank you.
Dana Kery
7 Green Acres Lane
Fairfield, CT 06824



Simpson, Cathleen

Subject: Information and Training - Credit Card and Purchasing Policies and Procedures
Location: Conference Room #2

Start: Thu 7/20/2023 11:00 AM

End: Thu 7/20/2023 12:00 PM

Show Time As: Tentative

Recurrence: (none)

Meeting Status: Not yet responded

Organizer: Courtemanche, Joanne

Required Attendees: Simpson, Cathleen; Tulin, Adam; Schmitt, Jared

This is one of two trainings being provided. HR will send out notice to the Department Heads on Monday. Thank you
both!



Simpson, Cathleen

Subject: Information and Training - Credit Card and Purchasing Policies and Procedures
Location: Conference Room #1

Start: Tue 7/25/2023 10:00 AM

End: Tue 7/25/2023 11:00 AM

Show Time As: Tentative

Recurrence: (none)

Meeting Status: Not yet responded

Organizer: Courtemanche, Joanne

Required Attendees: Simpson, Cathleen; Tulin, Adam; Schmitt, Jared

This is session #2 of 2



Simpson, Cathleen

Subject: Information and Training - Credit Card and Purchasing Policies and Procedures
Location: Conference Room #2

Start: Thu 7/20/2023 11:00 AM

End: Thu 7/20/2023 12:00 PM

Show Time As: Tentative

Recurrence: (none)

Meeting Status: Not yet responded

Organizer: Courtemanche, Joanne

Required Attendees: Simpson, Cathleen; Tulin, Adam; Schmitt, Jared

This is one of two trainings being provided. HR will send out notice to the Department Heads on Monday. Thank you
both!



Fairfield Town Employees
We will exemplify the Town's mission, vision, and values:
Be an ambassadoy

*  Maintain a positive attitude
o Greet everyone courteously
Always be professional

Treat every customer with importance

* Be respectful
o Treat residents and colleagues with an equal sense of urgency
»  Keep your promises and commitments

Provide prompt, accurate service

* Take ownership/ve accountable
*  Be knowledgeable and helpful
*  Follow up with customers

We pledge to do our part to make our departments and our Town the model for
excellen! customer service; to treat all customers (colleagues and residents) with
respect and friendliness,

We wwill take ownership of any problem that is within our power to solve and will do
s0 with a positive and professional attitude,

February 2021



Town of Fairfield
Credit Card Policy

Memorandum of Understanding

Between:

Employee Name (Cardholder)

And:

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I. General Policies:

e The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

THE CREDIT CARD IS NOT BE USED FOR PERSONAL
PURCHASES:

e The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This



includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, birthday cakes, retirement gifts, donations,
pharmaceuticals, etc.

® You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

e Purchases must not be split to avoid Town bidding requirements.
e Capital items must not be purchased on the credit card. This
includes computers, machinery, equipment and other items with

individual costs greater than $1,000.

° Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and

you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

e Verbal notification of infraction;

e Written notification of infraction with copies sent to the
Chief Elected Official;

e Card suspension with permanent loss of privileges;

° Disciplinary action up to and including personal liability
and repayment.

* Questions concerning procurement regulations should be
directed to the Director of Purchasing.

II. Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have



department required purchases initiated by the person most
knowledgeable about the expenditure.

III.  Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet:

° You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

* Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert 134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

e Obtain a sales receipt for all purchases.

e Obtain and retain your sales receipts for verification and
reconciliation to your monthly Statement of Account from
American Express.

* Whenever possible use the free shipping option if it is available
to you.

* Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.

IV. Procedures After Purchase:

° At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:



V.

. Compare your receipts to the monthly Statement of Account

from American Express for accuracy.

. Obtain a blank copy of a Reconciliation Voucher sheet from

the Finance Department. (Attached)

- Record credit card expenditures by appropriate general ledger

account number and amount on the Reconciliation Voucher.

. Attach copies of the sales receipts and monthly Statement of

Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

. The total expenses recorded per the Reconciliation Voucher

must agree to the total expenditures per the monthly
Statement of Account from American Express.

- A minimum of the following two signatures are required on

the Reconciliation Voucher:

You - The Cardholder

Immediate Supervisor (if applicable)

Department Head
The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.

. Forward the Reconciliation Voucher and receipts to the

Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

Travel and Meeting Documentation:

° All items charged to your credit card for the purpose of Town-

related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.

© The Travel and Meeting expense report will detail the date,

place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

e It is imperative that all Travel and Meeting charges be for Town

business related purposes only.




Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates.

Business Meals During Meetings: The meeting should be have a
clear, reasonable, specific business purpose and agenda.

Be a direct expense that is necessary in order to conduct Town
business.

All meals purchased shall be reported on the Travel and Meeting
expense report and shall detail the date, name of food
establishment, business purpose for the meal and the total
amount charged to the credit card.

VII. Disputed Items:

The cardholder is responsible for reporting/ returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

If charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must
be noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will
credit the disputed charge on the following month’s statement.

VIII. Lost or Stolen Credit Cards:

o If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).



¢ Provide the following information to the Director of Purchasing:
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.

* American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

IX. Changes to Cardholder Information:

° Changes to a cardholder's name should be reported to the
Director of Purchasing. A new credit card will be issued.

e If you terminate your service with the Town of Fairfield, ybu
must return your credit card to the Director of Purchasing prior
to leaving.

* If you move to job position in another department, you must
notify the Director of Purchasing prior to the change.



Town of Fairfield
Procurement (Credit) Card Program
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CARDHOILDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR ~

Updated: 4/4/20



Town of Fairfield
Procurement (Credit) Card Program

Memorandum of Understanding

Between:

Employee Name (Cardholder)

And:

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’'s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I. General Policies:

* The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

¢ The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This
includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, Dbirthday cakes, retirement gifts, donations,
pharmaceuticals, etc.



Town of Fairfield
Procurement (Credit) Card Program

b d

CARDHOLDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. [ acknowledge
that T have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

The Town reserves the right to review and inspect goods
purchased by you on your credit card at any time. :

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR AND YOUR PERSONNEL
FILE ~

Updated 1-4-2023



* Any fraudulent activity occurring on your credit card must be
immediately reported to the Director of Purchasing.

¢ American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

VIII. Changes to Cardholder Information:

¢ Changes to a cardholder’s name should be reported to the
Director of Purchasing. A new credit card will be issued.

e If you terminate your service with the Town of Fairfield, you must
return your credit card to the Director of Purchasing prior to

leaving,.

e If you move to a new job/position in another department, you
must notify the Director of Purchasing prior to the change.

PLEASE SIGN AND RETURN CARDHOLDER MEMORANDUM
OF AGREEMENT ON THE FOLLOWING PAGE.

Updated 1-4-2023



* You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

* Purchases must not be split to avoid Town bidding and/or
approval requirements.

e Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

¢ The nature of all purchases must be substantiated at all times and
you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

* Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

e Verbal notification of infraction;

¢ Written notification of infraction with copies sent to the
Chief Elected Official;

¢ Card suspension with permanent loss of privileges;

* Disciplinary action up to and including personal liability,
repayment and/or termination of employment,

e Questions concerning procurement regulations should be
directed to the Director of Purchasing.

II.  Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have
department required purchases initiated by the person most
knowledgeable about the expenditure.



III. Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet:

* You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

e If possible, capital items should not be purchased on the credit
card. This includes computers, printers, machinery, equipment
and other capital items with individual costs greater than $1,000.

* Any single credit card purchase that exceeds $1,000 must receive
email approval first from the Department Head and then from
the CFO prior to making the purchase. The email approval from
the Department Head/CFO must be attached to your monthly
Reconciliation Voucher submitted to Finance.

* Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert-134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

e Obtain a sales receipt for all purchases.

° Obtain and retain -your sales receipts for verification and
reconciliation to your monthly Statement of Account from
American Express. :

* Whenever possible use the free shipping option if it is available
to you.

* Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.



IV,

Procedures After Purchase:

¢ At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:

1.

Compare your receipts to the monthly Statement of Account
from American Express for accuracy.

Obtain a blank copy of a Reconciliation Voucher sheet from
the Finance Department. (Attached)

Record credit card expenditures by appropriate general ledger
account number and amount on the Reconciliation Voucher.

Attach copies of the sales receipts and monthly Statement of
Account from American Express to the Reconciliation
Voucher.  Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

The total expenses recorded per the Reconciliation Voucher
must agree to the total expenditures per the monthly
Statement of Account from American Express.

A minimum of the following two signatures are required on
the Reconciliation Voucher:

You - The Cardholder
Immediate Supervisor (if applicable)
Department Head

The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signaturc of the Chief Fiscal
Officer must be obtained designating review and approval.



7. Forward the Reconciliation Voucher and receipts to the
Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

V.  Travel and Meeting Documentation:

All credit card purchases for Travel and Meeting must comply
with the Town Travel and Meeting Policy.

All items charged to your credit card for the purpose of Town-
related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.
(Attached)

* The Travel and Meeting expense report will detail the date,
place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

It is imperative that all Travel and Meeting charges be for Town
business related purposes only and are necessary expenses
required to conduct Town business.

Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates. (Meals may be purchased for other
Town employees but you must designate the name of each
employee and the purpose of the meeting on your Travel and
Meeting expense report.)

° Meals during Town Business and Town Meetings: The meeting
should have a clear, reasonable, specific business purpose and
agenda.



* Gratuities must not exceed 18% and alcoholic beverages are not to
be purchased on the Town credit card.

Daily Meal Reimbursement Amounts: When out of Town or when
Yy

traveling on Town Business:

Breakfast | §11 | Town business falis between 7:00 a.m. and 9:00 am _
Lunch ] 812 | Town business falis between 12:00 p.m. and 2:00 p.m. o
| Dinner | 823 | Town business falls between 5:00 Pm.and 7:00 p.m.

—————— T OV — e

* Dinner pertaining to Night Meetings after work will be

reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the meeting
as a requirement of his/ her job after working hours.

VI. Dis uted Items:

° The cardholder js responsible  for reporting/returning
unsatisfactory goods or services to the merchant for replacement
or retund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute,

payment of the disputed charge and American Express will credit
the disputed charge on the following month'’s statement.

VIL Lost or Stolen Credit Cards:

° If your credit card js lost or stolen, notify the Director of
Purchasing immediately, If appropriate, the Police Department
will be notified depending on the situation (i.e, burglary, etc.).

* Provide the following information to the Director of Purchasing:
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.




* Any fraudulent activity occurring on your credit card must be
immediately reported to the Director of Purchasing,

* American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

VIII. Changes to Cardholder Information:

o Changes to a cardholder’s name should be reported to the
Director of Purchasing. A new credit card will be issued.

* If you terminate your service with the Town of Fairfield, you must
return your credit card to the Director of Purchasing prior to

leaving.

» If you move to a new job/position in another department, you
must notify the Director of Purchasing prior to the change.

PLEASE SIGN AND RETURN CARDHOLDER MEMORANDUM
OF AGREEMENT ON THE FOLLOWING PAGE.

Updated 1-4-2023



Town of Fairfield
Procurement (Credit) Card Program
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CARDHOLDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that T have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. [
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

The Town reserves the right to review and inspect goods
purchased by you on your credit card at any time.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date;

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR AND YOUR PERSONNEL
FILE ~

Updated 1-4-2023



TOWN TRAVEL AND MEETING POLICY

PURPOSE

Town-wide travel and meeting policies and procedures have been
designed to:

Ensure that employee Travel and Meeting Reports submitted to the
Finance Department are properly completed and include proper
supporting documentation.

Increase internal accounting controls over employee requests for
reimbursement. :

Ensure that reimbursements are made for valid and approved business-
related expenses.

Establish consistency among employee Travel and Meeting Reports
submitted for reimbursement.

POLICIES

Town employees shall be reimbursed for expenses incurred in the
performance of their work duties.

All travel and meetings shall be approved by the department head and
shall be in accordance with the rates and criteria set forth in this policy.

Reimbursable Travel and Meeting Expenses: Expenses incurred that
are essential to transacting official Town business, including, but not
limited to the following will be reimbursed:

* Use of privately owned vehicles for Town business:

o Privately owned vehicles may be used for Town meetings,
conventions and seminars. Mileage reimbursement shall be in

1



o Parking charges and toll charges incurred in the use of a
privately owned vehicle are reimbursable and must be
substantiated by proper receipts.

o Charges for road service, repairs, towage and other similar
expenses are not reimbursable.

« Conventions and Seminars:

o Enrollment fees for convention and seminar attendance are
reimbursable and must be substantiated by event itinerary and
a proper receipt or canceled check.

* Meals: All Meals and other Food Purchases Must be related to
Town Business purposes only:

o In-state meals will be reimbursed if Town business requires an
employee to be 15 or more miles away from his/her normal
wark location and Town business falls during hours per the
schedule below. The reimbursement of business meals is set
at a maximum of $51 per day (unless designated otherwise
per union contract).

o Out-of-state meals will be reimbursed according to the same
schedule below. The reimbursement of business meals is set
at a maximum of $51 per day (unless designated otherwise
per union contract).

| Breakfast $11 ToWh__business falls between 7:00 a.m. and 9:00 a.m.
Lunch $12 | Town business falls between 12:00 p.m. and 2:00
p.m. —_— =
Dinner $23 | Town business falls between 5:00 p.m. and 7:00 p.m.
Incidentals |  $5 | Town business exceeds eight hours worked ]

o Dinner pertaining to Night Meetings after work will be
reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the
meeting as a requirement of his/her job after working hours.

o Gratuities/tips should not exceed a maximum of 18% of the
total restaurant bill before tax.



o Dinner pertaining to Night Meetings after work will be

reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the
meeting as a requirement of his/her job after working hours.

o Gratuities/tips should ot exceed a maximum of 18% of the
total restaurant bill before tax.

o Meals must be substantiated by proper restaurant cash
register receipt andfor credit card receipt. Alcoholic
beverages purchased will not be reimbursed.

All air travel, lodging and car rental shall only be authorized at the
lowest available rate. No upgraded first class lodging, airfare or
car rental will be paid for by the Town. Employees are expected to
travel using the most economical means possible.

Lodging:

o Must be substantiated by proper receipt and credit card
receipt. In-room movie rentals will not be reimbursed.
Personal long-distance telephone calls will not be reimbursed.

Bus, Taxi, Airfare, Parking Fees, and Highway Tolls:

o Must be substantiated by proper receipts and credit card
receipt if applicable.

Important! All expenditures which encompass Town related travel or
meeting expenses must be documented on a Travel and Meeting

Report along with Department Head signature and receipts.

Travel and Meeting Reports can be obtained from the Finance
Department and must contain the following information:

Payee name

Department

Dates of travel and/or meetings
Explanation of the expense
Amount of each expense

Total amount due

Signature of Department Head



combine group employee retirement celebrations into one party. Actual
expenses for a group retirement party (for three or more retirees) shall
not to exceed $300. A voluntary employee collection/contribution
amongst departments may be instituted to supplement the retirement
celebration expense.

Funds can be used for any expense related to the retirement party such
as cake, food, non-alcoholic drinks, decorations, flowers, etc. The
funds shall not be used towards a gift to the retiree. '

It should be noted that the Town of Fairfield does not pay sales tax
when purchasing cake, food, etc. and the State sales tax exemption
certificate should be used at time of purchase. A State of Connecticut
sales tax exemption certificate form is attached.

Note: These funds may not be used for occasions such as employee
birthdays, weddings, anniversaries or other celebrations of a personal
nature, which should be paid for by employee contributions.

REQUEST FOR NON-LOCAL TRAVEL

« All out of state travel must be approved in advance by the First
Selectman. Prior approval is obtained by submitting a completed
Request for Non-local Travel Form to the First Selectman. Forms can
be obtained from the Accounting Department.

« All Travel and Meeting Reports submitted to the Finance Department
will be reviewed by the Budget Director and are subject to budget
approval prior to payment.

MONETARY ADVANCES

« Monetary advances for Town travel/meeting may be obtained by
submitting a completed Employee Cash Advance Request Form to the
Accounting Department. Forms can be obtained from the Accounting
Department.

* A cash advance may not to be used to pay for personal services of
any nature.

* An advance request will not be granted to an employee with an
outstanding cash advance balance.

* An advance check will be available within ten days of receipt in the
Accounts Payable Office.



° A cash advance may not to be used to pay for personal services of
any nature.

» An advance request will not be granted to an employee with an
outstanding cash advance balance.

 An advance check will be available within ten days of receipt in the
Accounts Payable Office.

« If monies are given in advance for Town travel and meeting expenses,
then all receipts plus any left over cash comprising the total advance
allotted should be handed in to the Finance Department along with the
completed Travel and Meeting Report.

» Cash advances must be accounted for within ten working days of the
projected dates as defined in the preceding section, either with
adequate receipts, cash or a check for the balance made payable to the
Town of Fairfield.

e Failure to account for advanced funds in full within sixty days will result
in an employee payroll deduction for the balance due.

Updated: January 4, 2023



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, March 6, 2023 3:15 PM
To: 'Lori Charlton'

Subject: RE: Fraud Policy

Hi Lori,

Hope you had a nice weekend. | meant to get back to you sooner. Thank you for providing me with this. It is
helpful as part of the review of the history and how best to go forward. | appreciate your help.

Best,

Cathleen

From: Lori Chariton <ltcharlton@optimum.net>
Sent: Thursday, March 2, 2023 2:29 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: Fraud Policy

Hi Cathleen,

Passing this along in case you have not seen it. It is a copy of the Town’s fraud policy and was apparently implemented
in response to independent auditor recommendations a number of years ago. Auditors look for this type of policy to
ensure that entities provide clarity about what constitutes fraud and to outline management’s responsibilities. The
absence of a policy like this might constitute a "material weakness” in internal controls (as defined in professional
auditing standards) that requires disclosure and reporting.

I'honestly never saw this or knew of its existence before someone sent it to me yesterday. | confirmed with our auditor
that it is consistent with what he has on file and which is represented to him to be the policy we have in place. | have no
idea whether this is incorporated into other Town policies, but passing along because you mentioned you were in the
process of updating policies (and perhaps a code of conduct & employee handbook?).

Thanks,

Lori

Begin forwarded message:

From: Lori Charlton <ltcharlton@optimum.net>
Subject: Fraud Policy

Date: March 2, 2023 at 12:39:20 PM EST

To: Joseph Centofanti <jcentofanti@pkfod.com>

loe, please let me know if this is consistent with what you have in your files. Thanks.






: Town of Fairfield
Municipal Fraud Policies and Procedures

PURPOSE AND SCOPE:

This Municigal Fraud Policy was created:

To establish policy and procedures for clarifying acts that are considered to be fraudulent,
describing the steps to be taken when fraud or other related dishonest activitics are

suspected, and providing procedures to follow in accounting for missing funds, restitution
and recoveries:

To strengthen the public's confidence in the integrity of municipal government employees

by establishing a formal process for reporting nvestigating, and resolving cases of fraud
and abuse ;

To raise the awareness of municipal officials/employees to integrity-related issues by
initiating integrity-related programs and policies throughout Town Departments; and

To provide guidance and assistance to Town Department heads concerning
recommendations for specific integrity related issues that emphasize prevention,
detection and correction of fraud, corruption, and abuse within their organizations.

Definition of Terms:

Fraud is understood to mean a dishonest and deliberate course of action which results in

the obtaining of money, property or an advantage to which the recipient would not
normally be entitled. This would include:

*  Theft, misuse, or diversion of money, equipment and/or materials;

*  Worker's compensation fraud;

+ Intentional failure to report damage;

« Intentional failure to provide product or services that are a part of
Your job;

- Intentional misrepresentation of Town's or governmental policies;

*  Payroll falsification (theft of time)



Abuse entails the exploitation of "loopholes” to the limits of the law, primarily for
personal advantage For example, an empleyee abuses a system of travel allowances by
witentionally and unnecessarily scheduling meetings in another Town on a Friday
aflernoon and on the following Monday moming in order to claim per diem over a
weekend.

I. GENERAL

A. The Town of Fairfield is commiited to protecting its assets against the risk of loss
or misuse. Accordingly, it is the policy of the Town of Fairfield to identify and promptly
investigate any possibility of fraudulent or related dishonest activities against the Town
and, when appropriate, to pursue legal remedies available under the law.

B. DEFINITIONS

l. Fraud - Fraud includes, but is not limited to:

a. Claim for reimbursement of expenses that are not job-related or
authorized by the current bargaining agreement.

b. Forgery or unauthorized alteration of documents {checks, promissory
notes, time sheets, independent contractor agreements, purchase orders,
budgets, etc.).

¢. Misappropriation of Town assets (funds, securities, supplies; furniture,
equipment, etc.).

d. Improprieties in the handling or reporting of money transactions.

¢. Authorizing o1 1eceiving payment for goods not received or services not
performed.

f. Computer-related activity involving unauthorized alteration, destruction,

forgery, or manipulation of data or misappropriation of Town-owned
software.

g Misrepresentation of information on documents.

h. Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud.

2. Employee - In this context, employee refers to any individual or group of
individuals who receive compensation, either full- or part-time, from the Town of
Fairfield. The term also includes any volunteer who provides services to the Town
through an arrangement with the Town or a Town organization.

3. Management - In this context, management refers to any administrator, manager,
director, supervisor, or other individual who manages or supervises funds or other
resources, including human resources,

4, Police Chief and Department of Human Resources - In this context, Police Chief
and Department of Human Resources refers to the persons who shall investigate credible
claims of fraud.




5. External Auditor - In this context, External Auditor refers to independent audit
professionals who perform annual audits of the Town’s financial statements.

C. It is the Town’s intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar irregularity. An objective and impartial investigation
will be conducted regardless of the position, title, and length of service or relationship
with the Town of any party who might be or become involved in or becomes the subject
of such investigation.

D. Each department of the Town is responsible for instituting and maintaining a
system of internal control to provide reasonable assurance for the prevention and
detection of fraud, misappropriations, and other irregularities. Management should be
familiar with the types of improprieties that might occur within their area of
responsibility and be alert for any indications of such conduct.

E. The Department of Human Resources, in conjunction with the Town Attorney,
the First Selectman, the Chief of Police and, if needed, the Chief Fiscal Officer, have the
primary responsibility for the investigation of all activity as defined in this policy.

F. Throughout the investigation, the Department of Human Resources will inform
the Town Chief Fiscal Officer of pertinent investigative findings.

G. Employees will be granted whistle-blower protection when acting in accordance
with this policy. When informed of a suspected impropriety, neither the Town nor any
person acting on behalf of the Town shall:.

Dismiss or threaten to dismiss the employee,

Discipline, suspend, or threaten to discipline or suspend the employee,

=2 S =

Impose any penalty upon the employee, or
4. Intimidate or coerce the employee.

Violations of the whistle-blower protection will result in discipline up to and including
dismissal. '

H. Upon conclusion of the investigation, the results will be reported to the First
Selectman and the Board of Selectmen,

L The Town Director of Human Resources, following review of investigation
results, shall take appropriate action regarding employee misconduct. Disciplinary action

can include termination, and referral of the case to the State’s Attorney for possible
prosecution.

J. The Town will pursue cvery reasonable effort, including court ordered restitution,
to obtain recovery of Town losses from the offender, or other appropriate sources.



I.  PROCEDURES
A, First Selectnian Responsibilities

I.  If the First Selectman has reason to suspect that a fraud has occurred, he or she
shall immediately contact the Town Attorney, Chief of Police, Director of Human
Resources or the Town Chief Fiscal Officer . '

2. The alleged fraud or audit investigation shall not be discussed with the media by
any person other than the Town Attorney and the Dcpartment of [fumaun Resources,

B. Management Responsibilities

I. Management is responsible for being alert to, and reporting fraudulent or related
dishonest activities in their areas of responsibility.

2. Each manager should be familiar with the types of improprieties that might occur in
his or her area and be alert for any indication that improper activity, misappropriation, or
dishonest activity is or was in existence in his or her area.

3. When an improper activity is detected or suspected, management should determine
whether an error or mistake has occurred or if there may be dishonest or fraudulent
activity,

4. If management determines a suspected activity may involve fraud or related
dishonest activity, they should contact their immediate supervisor (or contact the Town
Attorney, First Selectman or Director of Human Resources if the supervisor is involved).

5. Department Heads should inform the First Selectman immediately upon learning of a
credible allegation of fraud (or contact the Town Attorney, Chief of Police or Director of
Human Resources if the First Selectman is implicated),

6. Management should not attempt to conduct individual investigations, interviews, or
interrogations. However, management is responsible for taking appropriate corrective
actions to ensure adequate controls exist to prévent reoccurrence of improper actions.

7. Management should support the Town'’s responsibilities and cooperate fully with the
Department of Human Resources, other involved departments, and law enforcement
agencies in the detection, reporting, and investigation of criminal acts, including the
prosecution of offenders,

8. Management must give full and unrestricted access to all necessary records and
personnel. All Town furniture and contents, including desks and computers, are open to
inspection at any time. There is no assumption of privacy.

9. In dealing with suspected dishonest or frandulent activities, great care must be taken.
Therefore, management should not :

a. Make unfounded accusations.
b. Alertt suspected individuals that an investigation is underway.
c. Treat employees unfairly,



d. Make statements that could lead to claims of false accusations or other
offenses.

10. In handling dishonest or fraudulent activities, management has the responsibility
to:

a. Make no contact (unless requested) with the suspected individual to
determine facts or demand restitution. Under no circumstances should
there be any reference to “what you did”, “the crime”, “the fraud”, “the
misappropriation”, etc.

b. Avoid discussing the case, facts, suspicions, or allegations with anyone
outside the Town, unless specifically directed to. do so by the Town
Attorney. '

C. Avoid discussing the case with anyone inside the Town other than

employees who have a need to know such as the First Selectman, Town
Chief Fiscal Officer, Department of Human Resources, Town Attorney or
law enforcement personnel. .

d. Direct all inquiries from the suspected individual, or his or her
representative, to the Town Attorney. All inquiries by an attorney of the
suspected individual should be directed to the Town Atorney. All

inquiries from the media should be directed to the First Selectman or
Police Chief,

e. Take appropriate corrective and disciplinary action, up to and including
dismissal, after consulting with the Director of Human Resources and the
Town Attorney, in conformance with the Town’s Personnel Policies and
Procedures or the appropriate bargaining document.

C. Employee Responsibilities

I A suspected fraudulent incident or practice observed by, or made known to, an

employee must be reported to the employee’s supervisor for reporting to the proper
management official.

2. When the employee believes the supervisor may be involved in the inappropriate
activity, the employee shall make the report directly to the next higher level of

fhanagement or contact the Town Attorney, the Town Chief Fiscal Officer or Director of
Human Resources,

3. The reporting employees shall refrain from further investigation of the incident,
confrontation with the alleged violator, or further discussion of the incident with anyone,
unless requested by the Department of Human Resources or law enforcement personnel.

D. Department of Human Resources Responsibilities

L Upon request of any town employee, the Department of Human Resources will
promptly investigate allegations of fraud and notify either the Town Attorney or Police
Chief, and in the case of financial fraud, the Chief Fiscal Officer., '



2. In all circumstances where there appears to be reasonable grounds for suspecting
that a fraud has takcen place, the Department of Human Resources, in consultation with
the Town Attorney, shail contact the Town of Fairfield Police Department.

3. The Department of Human Resources shall be available and receptive to receiving
relevant, confidential information to the extent allowed by law,

A

4. If evidence is uncovered showing possible dishonest or fraudulent activities, the
Department of Human Resources will proceed as follows:

a. Discuss the findings with the appropriate management/supervisor and the
Department Head.

b. Advise management, if the case involves staff members, to meet with the
Department of Human Resources (or his’her designated representative) to
determine if disciplinary actions should be taken. Any disciplinary action
taken will be in accordance with the Town Personnel Rules and any
applicable Memorandums of Understanding.

<. Report to the External Auditor such activities in order to assess the effect
of the illegal activity on the Town's financial statements.

d. Coordinate with the Town’s Risk Management insurer regarding
notification to insurers and filing of insurance claims.

€. Take immediate action, in consultation with the Town Attorney and Chief
Fiscal Officer, to prevent the theft, alteration, or destruction of evidentiary
records. Such action shall include, but is not limited to:

1) Removing the records and placing them in a secure location, or
limiting access to the location where the records currently exist,

2) Preventing the individual suspected of committing the fraud from
having access to the records.

5. In consultation with the Town Attomey and the Town of Fairfield Police
Department, the Department of Human Resources may disclose particulars of the
investigation with potential witnesses if such disclosure would further the investigation.

6. If the Department of Human Resources is contacted by the media regarding an
alleged fraud or audit mvestigation, the Department of Human Resources will consult
with the First Selectman and the Town Attorney, as appropriate, before responding to a
media request for information or interview

7. At the conclusion of the investigation, the Department of Human Resources will
document the results in a confidential memorandum report to the First Selectman, the
Town Attorney, and in cases of tinancial fraud to the Chief Fiscal Officer. If the report

concludes that the allegations are founded, the report will be forwarded to the Town of
Fairfield Police Department.

8. Unless exceptional circumstances exist, a person under investigation for fraud
shall be given notice in writing of essential particulars of the allegations following the
conclusion of the audit. Where notice is given, the person against whom allegations are



being made may submit a written explanation to the Department of Human Resources no
later than seven calendar days after notice is sent.

5. The Department of Human Resources will be required to make recommendations
to the appropriate department for assistance in the prevention of future similar
occurrences. '

10.  Upon completion of the investigation, including all legal and personnel actions,
all records, documents, and other evidentiary ‘material, obtained from the department
under investigation will be retumed by the Department of Human Resources to that
department.

IV.  EXCEPTIONS

There are no exceptions to this policy unless provided and approved by the First
Selectman and the Town A ttorney. ‘

Effective December 15,2009



TOWN OF FAIRFIELD
STANDARDS OF CONDUCT
MUNICIPAL FRAUD POLICIES AND PROCEDURES

Public service is a public trust, and the proper operation of the Town of
Fairfield requires that all Town officials and employees, whether elected or
appointed, paid or unpaid, be impartial and responsible to the public. Public
office and employment must not be used for unfair personal or financial
advantage. The public needs and deserves to have confidence in the integrity
of the municipal government of our Town. *

Officers and employees of the Town of Fairfield must refrain from personal,
business, and financial activities that adversely affect the individual’s fidelity
and impartiality, having regards for the nature and scope of their official
responsibilities

STANDARDS OF CONDUCT

The Town of Fairfield official STANDARDS OF CONDUCT is described in detail
in the TOWN CHARTER -ARTICLE X1, sections 11.1 thru 11.5 (copy attached).

MUNICIPAL FRAUD POLICIES AND PROCEDURES

The Town of Fairfield is committed to protecting its assets against the risk of
loss or misuse. Accordingly, it is the policy of the Town of Fairfield to identify
and promptly investigate any possibility of fraudulent or related dishonest
activities against the Town and, when appropriate, pursue legal remedies
available under the law.

This Municipal Fraud Policy was created to:

* Establish policies and procedures for clarifying acts that are considered
to be fraudulent, describing steps to be taken when fraud or other
related dishonest activities are suspected.

* Providing procedures to follow in accounting for missing funds,
restitution and recoveries. ,

e To strengthen the public’s confidence in the integrity of Town employees
by establishing a formal process for reporting, investigating, and
resolving cases of fraud and abuse.

* To raise awareness of Town officials /employees to the integrity-related
issues by initiating integrity-related programs and policies throughout
Town Deépartment’s.
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* To provide guidance and assistance to Town Department Heads
concerning recommendations for specific integrity related issues that
emphasize prevention, detection and correction of fraud, corruption and
abuse within their departments.

Definition of terms:

FRAUD is understood to mean a dishonest and deliberate course of action
which results in the obtaining of money, property or an advantage to which the
recipient would not normally be entitled to. This may include:

* Theft, misuse, or diversion of money, equipment and/or materials

o Claim for reimbursement of expenses that are not job-related or
authorized by the current bargaining agreement.

o Forgery or unauthorized alterations of documents (checks,
purchase orders/ requisitions, time sheets, independent contractor
agreements, budgets, etc.

© Misappropriation of Town assets (funds, securities, supplies,
furniture, equipment, ete.).

o Improprieties in the handling or reporting of money transactions.

o Authorizing or receiving payments for goods not received or
services not performed.

o Computer related activities involving unauthorized alteration,
destruction, forgery, or manipulation of data or misappropriation
of Town-owned software.-

Worker’s Compensation Fraud

Misrepresentation of information on documents

Intentional failure to report damage

Intentional failure to provide product or services that are part of your job
Intentional misrepresentation of the Towns or governmental policies
Payroll falsification (theft of time)

Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud

® @& @ o o ¢ o

ABUSE entails the exploitation of “loopholes: to the limits of the law, primarily
for personal advantage. '

EMPLOYEE- in this context, employee refers to any individual or group of
individuals who receive compensation, either full or part time, from the Town of
Fairfield. The term also includes any volunteer who provides services to the
Town through an arrangement with the Town or a Town organization.

MANAGEMENT- In this context, management refers to any administrator,
manager, direct, supervisor, or other individual who manages or supervises
funds or other resources, including human resources.



POLICE CHIEF AND DIRECTOR OF HUMAN RESOURCES - in this context,
Police Chief and Director of Human Resources refers to the persons who shall
investigate credible claims of fraud.

EXTERNAL AUDITOR - in this context, External Auditor refers to independent

audit professionals who perform annual audits of the Town'’s financial
statements.

GENERAL POLICY

A. Itis the Towns intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar irregularity. An objective and
impartial investigation will be conducted regardless of the position, title,
and length of service or relationship with the Town of any party who
might be or become involved in or becomes the subject of such
investigation.

B. Each department of the Town is responsible for instituting and
maintaining a system of internal controls to provide reasonable
assurance for the prevention and detection of fraud, misappropriations,
and other irregularities. Management should be familiar with the types
of improprieties that might occur within their area of responsibility and
be alert for any indications of such conduct.

C. The Director of Human Resources, in conjunction with the Town
Attorney, the First Selectman, the Chief of Police and, if needed, the
Chief Fiscal Officer, have the primary responsibility for the investigation
of all activity as defined in this policy.

D. Throughout the investigation, the Director of Human Resources will
inform the Town Chief Fiscal Officer of pertinent investigative findings in
relation to financial fraud or misconduct

E. Employees will be granted whistle-blower protection when acting in
accordance with this policy, When informed of a suspected impropriety,
neither the Town nor any person acting on behalf of the Town shall:

a. Dismiss or threaten to dismiss the employee

b. Discipline, suspend, or threaten to discipline or suspend the
employee

¢. Impose any penalty upon the employee

d. Intimidate or coerce the employee

Violations of the whistle-blower protection will result in discipline up te and

including dismissal.

F. Upon conclusion of the investigation, the results will be reported to the
First Selectman and the Board of Selectmen.

G. The Director of Human Resources, following review of investigation
results, shall take the appropriate action regarding employee .,
misconduct. Disciplinary action can include termination, and referral of
the case to the State’s Attorney for possible prosecution.

H. The Town will pursue every reasonable effort, including court ordered
restitution, to obtain recover"y of Town losses from the offender, or other
appropriate sources.



PROCEDURES

A. First Selectmen Responsibilities

a.

If the First Selectman has reason to suspect a fraud has occurred,
he/she shall immediately contact the Town Attorney, Chief of
Police, Director of Human Resources or the Town Chief Fiscal
Officer. .
The alleged fraud or audit investigation shall not be discussed with
the media by any person other than the First Selectman, Police
Chief or his designee, the Town Attorney or Director of Human
Resources.

B. Management Responsibilities

a.

Management is responsible for being alert to, and reporting
fraudulent or related dishonest activities in the area of
responsibility.
Each manager should be familiar with the types of improprieties
that might occur in his/her area and be alert for any indication
that improper activity, misappropriation, or dishonest activity is or
was in existence in his/her area.
When an improper activity is detected or suspected, management
should determine whether an error or mistake has occurred or if
there may be dishonest or fraudulent activity.
If management determines a suspected activity many involve fraud
or related dishonest activity, they should contact their immediate
supervisor (or contact the Town Attorney, First Selectman or
Director of human Resources if supervisor is involved).
Department Heads should inform the First Selectman immediately
upon learning of a credible allegation of fraud (or contact the Town
Attorney, Chief of Police or Director of Human Resources if the
First Selectman is implicated).
Management should not attempt to conduct individual
investigations, interviews, or interrogations. However,
management is responsible for taking appropriate corrective
actions to ensure adequate controls exist to prevent reoccurrence
of improper actions.
Management should support the Town’s responsibilities and
cooperate fully with the Director of Human Resources, other
involved departments, and law enforcement agencies in the
detection, reporting, and investigation of criminal acts, including
the prosecution of offenders.
Management must give full and unrestricted access to all
necessary records and personnel. All Town furniture and contents,
including desks and computer, are open to inspection at any time.
There is no assumption of privacy.
In dealing with suspected dishonest or fraudulent activities, great
care must be taken. Therefore, management should not:

i. Make unfounded accusations

4



ii. Alert suspected individuals that an Investigation is underway

iii. Treat employees unfairly

iv. Make statements that could lead to claims of false
accusations or other offenses

In handling dishonest or fraudulent activities; management has
the responsibility to:

i. Make no contact (unless requested) with the suspected
individual to determine facts or demand restitution. Under
no circumstances should there be any reference to “what you
did”, “the crime”, “the fraud”, “the misappropriation”, etc.

ii. Avoid discussing the case, facts, suspicions, or allegations
with anyone outside the Town, unless specifically directed to
do so by the Town Attorney.

iii. Avoid discussing the case with anyone inside the Town other
than employees who have a need to know such as the First
Selectman, Town Chief Fiscal Officer, Director of Human
Resources, Town Attorney or law enforcement personnel.

iv. Direct all inquiries from the suspected individual, or his/her
representative, to the Town Attorney. All inquiries by any
attorney of the suspected individual should be direct to the
Town Attorney. The alleged fraud or audit investigation shall
not be discussed with the media by any person other than
the First Selectman, Police Chief or his designee, the Town
Attorney and the Director of Human Resources.

v. Take appropriate corrective and disciplinary action, up to
and including dismissal, after consulting with the Director of
Human Resources and the Town Attorney, in conformance
with the Town’ Personnel Policies and Procedures or the
appropriate bargaining document.

C. Employee Responsibilities

b.

A suspected fraudulent incident or practice observed by, or made
known to, an employee must be reported to the employee’s
supervisor for reporting to the proper management official.

When the employee believes the supervisor may be involved in the
inappropriate activity, the employee shall make the report directly
to the next higher level of management or contact the Town
Attorney, the Town Chief Fiscal Officer or Director of Human
Resources.

The reporting employees shall refrain from further investigation of
the incident, confrontation with the alleged violator, or further
discussion of the incident with anyone, unless requested by the
Director of Human Resources or law enforcement personnel.



D. Director of Human Resources responsibilities

a. Upon request of any town employee, the Director of Human
Resources will promptly investigate allegations of fraud and notify
either the Town Attorney or Police Chief, and in case of financial
fraud, the Chief Fiscal Officer.

b. In all circumstance where there appears to be reasonable grounds
for suspecting that a fraud has taken place, the Director, in
consultation with the Town Attorney, shall contact the Town of
Fairfield Police Department.

c. The Director shall be available and receptive to recelving relevant,
confidential information to the extent allowed by law.

d. If evidence is uncovered showing possible dishonest or fraudulent
activities , the Director of Human Resources will proceed as
follows:

i. Discuss the finding with the appropriate
management/supervisor and the Department Head.

ii. Advise management, if the case involves staff members, to
meet with the Directors of Human Resources (or his/her
designated representative) to determine if disciplinary
actions should be taken. Any disciplinary action taken will
be in accordance with the Town Personnel Rules and any
applicable Memorandums of Understanding.

iii. Report to the External Auditor such activities in order to
assess the effect if the illegal activity on the Town’s financial
statements.

iv. Coordinate with the Town’s Risk Management insurer
regarding notification to insurers and filing of insurance
claims.

v. Tale immediate action, in consultation with the Town
Attorney and Chief Fiscal Officer, to prevent the theft,
alteration, or destruction of evidentiary records. Such action
shall include, but not limited to:

1. Removing the record and placing them in a secure
location, or limiting access to the location where the
records currently exist.

2. Preventing the individual suspected of committing the
fraud from having access to the records.

e. In consultation with the Town Attorney and the Town of Fairfield
Police Department, the Director may disclose particulars of the
investigation with potential witnesses if such disclosure would
further the investigation.

f. If the Director is contacted by the media regarding an alleged fraud
or audit investigation, the Director will consult with the First
Selectman and the Town Attorney, as appropriate, before
responding to a media request for information or interview.

g. At the conclusion of the investigation, the Director will document
the results in a confidential memorandum report to the First
Selectman, the Town Attorney, and in cases of financial fraud to
the Chief Fiscal Officer. If the report concludes that the allegations
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are founded, the report will be forwarded to the Town of Fairfield
Police Department.

h. Unless exceptional circumstances exist, a person under
investigation for fraud shall be given notice in writing of essential
particulars of the allegations following the conclusion of the audit.
Where notice is given, the person against whom the allegations are
being made may submit a written explanation to the Director of
Human Resources no later than seven (7) calendar days after
notice is sent.

i. The Director of Human Resources will be required to make
recommendations to the appropriate department for assistant in
the prevention of further similar occurrences.

J- Upon completion of the investigation, including all legal and
personnel actions, all records, document, and other evidentiary
material, obtained from the department under investigation will be
returned by the Director to that department.

EXCEPTIONS
There are no exceptions to this policy unless provided and approved by
the First Selectman and the Town Attorney.

Brenda Ku]iéhici:: First Selectman

November 25, 2019



TOWN CHARTER
ARTICLE XI
Standards of Conduct

§ 11.1. Declaration of policy.

Elected and appointed Town officers, RTM members, members of boards, commissions,
authorities, and committees, and all employees of the Town shall demonstrate by their
example the highest standards of ethical conduct, to the end that the public may
justifiably have trust and confidence in the integrity of government. As agents of public
purpose, they shall hold their offices or positions for the benefit of the public, shall
recognize that the public interest is their primary concern, and shall faithfully discharge
the duties of their offices regardless of personal considerations.

§ 11.2. Conflicts of interest.

No elected or appointed Town officer or employee or RTM member or any member of
any authority, board, commission, or committee shall:

A. Solicit or accept any gift, directly or indirectly, whether in the form of
money, loan, gratuity, favor, service, thing or promise, or in any other form, under
circumstances in which it can reasonably be inferred that the gift is intended to influence
the Town officer, employee, or member in the performance of official duties; (Nothing in
this paragraph shall preclude the solicitation or acceptance of lawful contributions for
election campaigns.

B. Disclose confidential information gained by reason of the office or position or us such
information for the personal gain of anyone.

C. Knowingly have or acquire any financial interest or any personal
beneficial interest, direct or indirect, in any contract or purchase order for any supplies,
materials, equipment or contractual services furnished to or used by the Town in
connection with any project, matter or thing which comes within the Town officer’s,
employee's, or member's jurisdiction or the jurisdiction of the board, commission,
authority, committee or body of which the person is a member (unless such interest is
acquired through being the lowest responsible bidder after public advertisement); or

D. Engage in any business transaction or activity or have a financial interest,
direct or indirect, which is incompatible with the proper discharge of the official duties or



which may tend to impair the independence of judgment in the performance of the Town
officer's, employee's, or member's official duties.

§ 11.3. Disclosure of interest.

Any elected or appointed Town officer or employee, RTM member, or member of any
board, commission, authority, or committee who possesses or who acquires such private
interest as might reasonably tend to create a conflict with the public interest shall make
disclosure thereof to such board, commission, authority, committee, or body and such
person shall be disqualified from action on any matter involving the private interest.

§ 11.4. Fair and equal treatment.

No elected or appointed Town officer or employee, RTM member, or member of any
board, commission, authority or committee shall use an official position to secure or
grant special consideration, treatment, advantage, privilege, or exemption to himself or
herself or to any person beyond that which is available to every other person. This
provision is not intended to prevent an RTM member from properly representing the
people of the member's district.

§ 11.5. Penalties and disciplinary action for violations.

The failure to comply with, or any violation of, the standards of conduct established by
this Charter shall be grounds for the removal from office or discharge from employment
of the offending Town officer, employee, RTM member, or member of any board,
commission, authority, or committee and the Board of Selectmen in its discretion may
void any contract entered into or adopted in violation of this Charter. The Board of
Selectmen or the Ethics Commission may recommend disciplinary measures for RTM
members who fail to comply with, or who violate, these standards, but the RTM retains
the final authority to discipline its members.



HISTORY OF POSITION SENIOR INTERNAL AUDITOR
PROJECT MANAGER

1. Appointment of Internal Auditor, September 21, 1991

Under the Town Charter, Article IX, Section 9.1, Internal Auditor(s) is considered an appointed
officer position. Pursuant to Article XI, section 9/15:

A. Number. The Board of Selectmen shall appoint at least one Internal
Auditor and shall determine from time to time the number of Internal Auditors necessary
to carry out the duties of the office and shall accordingly increase or decrease the number
of Internal Auditors appointed.

B. Duties. The Internal Auditor or Auditors shall;

(1) Monitor the departments, officers, employees, boards, and
commissions of the Town for fiscal policy compliance;

(2) Report on a regular basis to the Fiscal Officer; and

(3) Make reports to the Board of Selectmen and the Board of Finance
semi-annually and at any other times requested by either Board.

On September 23, 1991, the Board of Selectmen appointed Connie Spinelli (currently Connie
Saxl) as an Internal Auditor' replacing Kevin Cave with an effective date of employment of
September 23, 1991 (Exhibit 3)

2. Promotion to Senior Internal Auditor July 29, 1996

Ms. Saxl remained in the position of Internal Auditor with regular salary increases until July 29,
1996 when she was promoted to Senior Internal Auditor by John Leahy, Fiscal Officer. (Exhibit
3) The position of Senior Internal Auditor is a union position affiliated with the Fairfield
Professional and Technical Employees Association. Local 12-3-366 of Council 4 AFSCME,
AFL-CIO.

3. Side Letter for Stipend August, 2013

In August, 2013, the Town entered into a Side Letter of Agreement with PETA based on a
recommendation by Robert Mayor, CFO (Exhibit 3) The Agreement states that Ms. Nolfi [Saxl]

! When Ms. Saxl was hired in 1991, he Internal Auditor and Senior Internal Auditor positions
were part of the Fairfield Municipal Management Association (MMA) which since July 1, 1995
is known as PETA. The job descriptions located in Human Resources for both of these positions
are not dated but obsolete; however, they have been vacant for some time. (Exhibit 3) If these
vacant positions were to be filled in the future, HR would need to revise these job descriptions.



“...has taken on additional responsibilities not related to her position as Internal Auditor namely
in the Pension Plan Administration, Capital Projects and Debt Service Planning, and Special
Projects including but not limited to FEMA Reimbursement Activities...” (Exhibit 3) The
Agreement was signed by First Selectman Michael Tetreau, Robert Mayor and HR Director
Mary Carroll-Mirylees. (Exhibit 3)

In an email dated August 15, 2013 (Exhibit 3), Robert Mayor, CFO stated “[s]ince assuming the
position of Chief Fiscal Officer on September 15, 2012, I have requested Ms. Nolfi perform
several job functions which do not fall within her job description and have required additional
training and skills outside of her current job description.” As justification for recommending a
$5,500 annual stipend for the Senior Internal Auditor, Mr. Mayer listed the following as
additional responsibilities and functions that include but not limited to:

1.

Pension Plan Administration

In this capacity Ms. Nolfi had to learn SEC and government regulations governing
pension plan investments and management. Specific functions include:

Completing subscription agreements

Completing partnership agreements

Developing accounting systems for the Pension and OPEM Plans and Trusts
Producing monthly, quarterly and annual revenue and expense statements
Producing cash flow projections for Pension Plans and OPEB Trusts

Capital Project and Debt Service Planning

For this function, Ms. Nolfi coordinates all capital and non-recurring planning projects
for Town departments and Board of Education to determine future cash flow needs.
Specific functions include:

Scheduling planning sessions with Department Heads and capturing all capital
and non-recurring project information by dollar and time estimates

Working closely with Phoenix Advisors to develop debt service projections on a
fiscal year basis according to current debt outstanding and future cash
requirements based on the capital planning projections.

Preparing comparative analysis and schedules which administration uses to make
final capital project decisions, including project selection and timing.

Mr. Mayer states that” [p]rior to Ms. Nolfi [Saxl] fulfilling this function the Town did not
prepare project and time specific capital planning and debt service documentation, this
documentation is requisite to prudent budgeting, cash flow planning, and debt structuring efforts.

3. Special Projects-Coordinator of FEMA Reimbursement Activities



In this capacity, Ms. Nolfi coordinates and compiles data from all Town departments
including Board of Education relating to expenditures incurred as a result of Storm Sandy
for Town reimbursement from FEMA. Specific functions include:

e Working closely with Department Heads and independent outside consultants to
assist in answering questions and gathering data to facilitate submission of
documents to FEMA for Town reimbursement

o Gathering all backup documents from Town accounts payable files and payroll
records to support disaster-related expenditures by department and expected
reimbursement accounts for Town budgeting purposes

o Attending weekly meetings with upper management to review the status of
FEMA submissions and expected reimbursements.

4. MOA Reclassifying Senior Internal Auditor to New Position of Senior Internal
Auditor/Project Manager August, 2019

In August, 2019, the Emmett Hibson, on behalf of the Town, and Connie Saxl, on behalf of the
PETA Union entered into a Memorandum of Agreement entitled “Concetta Saxl-Working out of
Class.” (Exhibit 3) At the time Ms. Saxl signed this agreement she was the Union President for
PETA and has remained since that time as Union President for the PETA Union. The Agreement
states in pertinent part “[iln a May 24, 2019 letter to the Chief Fiscal Officer, Saxl requested a
permanent upgrade to her position, which would provide compensation commensurate with the
additional duties she is required to perform or that she no longer wanted to perform the
additional work detailed in the September 3, 2013 Agreement [to which she was paid an annual
stipend of $5,500 from September 3, 2013 to August, 2019].” (Exhibit 3) Pursuant to the August
2019 MOA, the Town created a new position of Senior Internal Auditor/Project Coordinator at
PETA Grade 10, Step 4. As part of the Agreement, when Ms. Saxl departs from the Senior
Internal Auditor/Project Coordinator, the Town may choose not to fill the position of Senior
Internal Auditor or Senior Internal Auditor/Project Coordinator. (Exhibit 3)

5. Job Functions for Senior Internal Auditor/Project Manager

The Senior Internal Auditor/Project Coordinator is responsible “...for the internal audits of Town
departments and activities. The Senior Internal Auditor/Project Coordinator reviews and
analyzes transactions, including bank and credit card transactions, documents, records, reports,
and accounts relating to Town operations and functions and prepares acceptable work papers and
audit reports or findings.” (Job Description, Exhibit 3) Additionally, “...special reviews and
projects will be assigned as requested by the Chief Fiscal Officer. Such projects many include,
but are not limited to, the Town pension plans and statements, leases, Capital Planning, Bond
issuance, project coordination/management functions in regards to projects managed or overseen
by the Finance Department.” (Job Description, Exhibit 3)

Illustrative duties for this position include:

¢ Conducts independent protective and constructive audits for management to review the
effectiveness of controls



6.

Monitor the departments, officers, employees, boards, and commissions of the Town for
fiscal policy compliance

Assess complex activities to identify potential operational, financial, or compliance risks
or potential fraud that warrant attention

Prepares and implements audit plans, which includes: preparing research of departments
and/or areas to be audited; conducting preliminary surveys to identify internal controls;
conducing preliminary interviews; collecting and reviewing relevant policies, procedures,
reports, job descriptions, and related information; conducting observations of work
environments and processes; setting scope, objectives, time budgets, and related items;
preparing audit program guides...

Conducts internal audits, which includes: identifying data to be audited; setting and
performing sampling methods for data and controls; performing analysis on information
gathered; conducting interviews; summarizing test work to identify exceptions...
Conducts post audit reviews to determine the status of coercive actions o audit findings
and recommendations

Conducts investigations on potential fraudulent activities, which includes identifying
abuse; waste, and/or fraud and preparing related reports; interviewing personnel;
providing support to law enforcement agencies...

Current Status of Senior Internal Auditor/Project Manager Position

A review of Ms. Sax1’s current duties with Jared Schmitt, CFO, revealed the following:

When Mr. Schmitt became CFO, he began taking over the capitol project work from Ms.
Saxl. Currently, most if not all these functions fall under the CFO.

The job description for Fiscal Analyst Manager was created to work under the direction
of the CFO. (Exhibit 33) This “...position serves as the Finance Department’s liaison to
other Town departments, providing oversight and technical assistance on financial
matters, with an emphasis on capital projects.” The essential job functions include:

o Monitors and provides status reports on capital project budgets, expenditures, and grants
to internal and external stakeholders.

o Coordinates and assists in reporting of additions and disposals of fixed assets with

Associate Analyst.

Coordinates compilation of all backup documentation for capital projects in preparation

for board meetings.

Assists in development of the Town’s capital improvement plan.

Provides expense and revenue reports relative to usage of Transfer Station.

Provides reports of miscellaneous revenue collection.

Assists in preparation of Requests for Proposals.

Ensures department compliance with financial controls.

Administers grants and assures adherence to terms and conditions of grant contracts.

Performs reconciliations of financial records and transactions.

Oversees purchasing process for DPW.

Coordinates scheduling and preparation for capital project meetings.

O
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o When requested, attends meetings of various commissions, and elected Town bodies.

The Fiscal Analyst/Manager was posted and filled recently by a qualified candidate who
will commence employment in this role in September, 2023. This position will cover
project management job functions as set forth in the Senior Internal Auditor/Project
Manager job description, allowing for Ms. Saxl to be able to focus primarily on audits for

this fiscal year.



SENIOR INTERNAL AUDITOR/ PROJECT COO RDINATOR
Bargaining Unit: PTEA Revision Date: 09 2019

i
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Grade:

NATURE OF WORK:

Incumbents in this classification are responsible for the internal audits of Town departments and
activities under the supervision of the Chiet Fiscal Officer. Assignments vary in complexity and are
carried owt with minimal supervision. The Senior Internal Auditor Project Coordinator reviews and
analyzes transactions. including bank and credirt card transactions, documents, records, reports. and
accounts relating to Town operations and functions and prepares acceptable working papers and audit
reports of findings.

In addition, special reviews and projects will be assi
Such projects may include. but are not limited to. th

ned as requested by the Chief Fiscal Officer.
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Town pension plans and staters 2
Capital Planning. Bond issuance, project coordination managemant functions in regards to projects
managed or overseen by the Finance Department.

ILLUSTRATIVE DUTIES:

*  Conducts independent protective and constructive audits for management to review the
effectiveness of controls.

* Monitor the departments, officers, employees, boards, and commissions of the Town for fisca!
policy compliance.

* Writes complex working papers and audit reports.

*  Assess complex activities to identify potential operational, financial, or compliance risks or
potential fraud that warrant audit attention.

*  Performs accounting and/or operational performance appraisals for Town departments and
agencies.

°  Prepares and implements audit plans, which includes: preparing research of departments and/or
areas to be audited; conducting preliminary surveys to identify internal controls: conducting
preliminary interviews: collecting and reviewing relevant policies, procedures, reports, job
descriptions, and related information: conducting observations of work environments and
processes: setting scope, objectives, time budgets, and related items; preparing audit program
guides; and, performing other related items.

*+ Conducts internal audits. which includes: identifying data to be audited: setting and performing
sampling methods for data and controls: performing analysis on information gatherad: conducting
interviews: summarizing test work to identi tv exceptions: and. performing other related activities.
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* Prepares audit work papers. notes. and final reports refated to intemal audis.

Lo

I corrective actions on audit findings and

(5]

* Conducts post audit reviews to determine the siatus
recommendations.
*  Performs a varietnv of miscellaneous auditing activities. which includes: performing inventors

counts: veritying petty cash balances: and. performing other relatad activitie

W

*  Conducts investigations on potential fraudulent activities. which includes: identifving abuse.
waste. and or fraud and preparing related reports: inters iewing personnel: providing support o law
enforcement agencies: and. performing related activities.

*  Prepares bank and credit card reconciliations as assigned.

*  Prepares annual Capital Plan and related supporting documents.

* Prepares various GASR and other related financial statements as requesied for the Pension and
OPEB accounts.

* Payinvoices. complete investment subscription agreements and other related documents
pertaining 1o pension investments as directed by the Chief Fiscal Ofticer.

-

*  Prepare all necessary tracking calculations and accounting entries for new GASB 87 accounting
equirements for CAFR.

*  Prepares annual Lease Report for the RTM and tracks and lease payments to ensure all payments
are received in accordance with the lease agreement.

*  Performs all other accounting/auditing duties and tasks as assigned.

* The duties listed above are intended only as general illustrations of the various types of work that
may be performed. Specific statements of duties not included does not exclude them from the
position.

*  Prepares accounting internal controls and other accounting policies and procedures as identified.

KNOWLEDGE, SKIL.LS AND ABILITIES:

Knowledge of accounting appraisal techniques; internal auditing principles and practices;
governmental accounting standards and principles; applicable Federal, State, and Local laws,
ordinances, codes, rules, regulations, resolutions, and guidelines; internal control and financial
systems: sampling techniques, including stratification of samples; analytical methods; public relations
principles; chain of custody practices: Governmental Auditing Standards; and municipal operational
practices and procedures.

Skill in prioritizing and assigning work; performing accounting appraisals; conducting internal audits;
using a computer and related software applications: interpreting and applying applicable laws,
ordinances. codes. rules. regulations. resolutions. and guidelines: utilizing auditing and accounting
procedures and programs: reviewing and analyzing internal controls and financial syvstems:

2



researching. reviewing. and anal zing public financia! records: preparing and maintaining reports and
records: providing cusiomer service and public relations: responding to inquiries and complaints: and.
communication and interpersonal skills as applied to interaction with coworkers. supervisor, the
general public. ete. sufficient exchange or convey information and to receive work direction,

MINIMUM EDUCATION, EXPERIENCE, AND TRAINING:

Bachelor’s Degree in Accounting, Finance, or a related field and five vears of experience in internal or
public accounting auditing or in a closely related field. ‘

PREFERRED QUALIFICATIONS:

CPA or CIA certification is preferred.
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THE MANAGEMENT ASSOCIATION

POSITION EVALUATION SPECIFICATIONS GODE No.
CLERICAL, TECHNICAL. ADMINISTRATIVE, SUPERVISORY. SALES Finance
AND MANAGEMENT POSITIONS oEPT.
Points 260
POSITION TITLE: Internal Auditor
FLSA
POSITION DESCRIPTION: - 7

GENERAL DEPARTMENT DUTIES AND RESPONSIBILITIES

Perform a variety of activities to review all Town overations by measuring and
evaluating the effectiveness of other controls. Audit all departments handling
cash on an irregular unannounced basis; audit such areas as lock-box collections
and receipts; pension funds: concessionaire's receipts; athletic receipts,
etc; update inventory of capital items; reconcile bank statements, bonds

and coupons; maintain records retention area; conduct site reviews with
businesses for. personal property tax and for testing building permits;

recommend changes, improvements and new innovations to assure effectiveness;
conduct special studies to establish proper controls; keep up-to-date on

laws, ordinances, statutes and regulations governing controls of municipal

funds; attend meetings as required and perform other related duties as

requested.
ORIGINAL EVALUATION REVISED —___/ REVIEWED _ _ REVISED ../ REVIEWED REVISED —___/ REVIEWED ____
BY DATE -2 4 OATE BY DATE 8y DATE

_Tho dascn‘ptioq above represents the most significant duties of this position but does not exclude other occasional work assignmenta not mentioned, the
inclusion of which would be in conformity with the tactar degrees assigned.

UNIT II/11l OF IV-(NMTA.ASSOCIATE PLAN)
AIMM—CT—8 (8/84)




POSITION EVALUATION SPECIFICATIONS copeo.
CLERICAL, TECHNICAL, ADMINISTRATIVE. SUPERVISORY, SALES

POSITION TITLE:

DEFT. Fipance

AND MANAGEMENT POSITIONS

GRADE

TOTAL POINTS 2 60

Internal Auditor

FACTORS

SUBSTANTIATING DATA {DEG| PTs |
; [Broad knowledge of a discipline such as accounting or finance :4 60i
! ;equivalent to a complete college or universitv educatiom. | {
| knowLeDGE | b 5
| ' i i
! |
| Over 1 year up to and including 3 years. 3 | 60 |
| EXPERIENCE |
]
: | i
I | . i
! iDiversified duties involving an intensive knowledge of a 3 ! 45 |
i |restricted field, and the use of a wide range of procedures. | i
. 'Requires the use of judgement in the analysis of facts and cir- [
COMPLEXITY cumstances surrounding individual vproblems or transactions and in |
OF DUTIES the determination of actioms to be taken within the 1limits of
;standard or accepted practice. l
i | |
| |
| Under direction where definite objectives are establisned; plans 3 20
gggiEggON jand arranges own work, referring only unusual cases to supervisor
or others. - 9
| Probable errors could be serious and involve losses due to ~1 3| 20
S:Eﬁﬁ;OF shortages in accounts and in record keeping etc. Most work not
directly verified or checked.
ag:IACTS Regular contacts with persons in and outside the department where 3 20
OTHERS | improper handling may affect results but the primary responsibil-
ity rests with the next level suvervisor.
[ Works with such confidential data where the effect of any 5 10
CONFIDENTIAL . S <
DATA disclosure would be negligible.
MENTALAND/OR | Flow of work and character of duties involves part-time normal and 3 15
VISUAL DEMAND | part-time concentrated attention and coordination.
WORKING Good working conditioms. Occasiomal exposure to heat, cold, 5 10
CONDITIONS noise, etc. when doing field reviews and traveling to various
locations.
FOR SUPERVISORY / MANAGEMENT / STAFF ADVISORY POSITIONS ONLY
CHARACTER OF
SUPERVISION
SCOPE OF
SUPERVISION
REMARKS

AAIM—CT—8 (8/84)

UNITII OF IV
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THE MANAGEMENT ASSOCIATION

POSITION EVALUATION SPECIFICATIONS coDE NO
CLERICAL, TECHNICAL. ADMINISTRATIVE, SUPERVISORY, SALES Finance
AND MANAGEMENT POSITIONS DEPT, =

‘Points 335
Senior Internal Auditor

POSITION TITLE:

POSITION DESCRIPTION: GRADE ’

GENERAL DEPARTMENT DUTIES AND RESPONSTIBILITIES

Conduct independent protective and constructive audits for management to
review the effectiveness of‘controls, financial records and overall
operations: examine records of all depar;ments to insure proper recording

of transactions and compliance with applicable laws: inspect accounting
system to determine efficiency and protective value; maintain records
pertaining to material assets such as equipment and buildings; analyze data
for evidence of deficiencies in controls, duplication of effort, fraud or
lack of compliance with management's policies or procedures; conduct special
studies as requested; vprepare reports of findings and recommendations to
management; attend meetings of boards and commissions as required and

-

perform other related duties as requested.

ORIGINAL EVALUATION REVISED ___/ REVIEWED _____ REVISED — __./ REVIEWED _____ REVISED __/ REVIEWED ____

BY DATE 8y OATE sy DATE BY DATE

The description abave reprasents the most signiticant duties of this position but does not exclud
inclusion of which wouid be in contormity with the tactor degrees assigned.

UNIT 1/11l OF IV-(NMTA ASSOCIATE PLAN)

@ other occasionat work assignments not mentioned, the

AIMM—CT—8 (8/84)




POSITION EVALUATION SPECIFICATIONS

CODNENO.
CLERICAL. TECHMICAL, ADMINISTRATIVE, SUPERVISORY, SALES J— Finance
AND MANAGEMENT POSITIONS
GRADE 9
X 1 . TOTAL POINTS 335
POSITION TITLE: Senijor Internal auditor
S '
" racToms | SUBSTANTIATING DATA |oea| prs]
! BRroad knowledge of a discipline such as accounting or finance T4 | 661
| equivalent to a complete college or university education. |
i KNOWLEDGE ‘
|
| |
r Over 3 years up to and idcluding 5 years. 4 l 80 |
| EXPERIENCE i 1 1
| | L
l |A wide variety of duties involving a general knowlege of related &4 '|r60i,
'1 lorganization policies and procedures and their apoplication to '
! cases not previously covered. Duties require considerable judge~ | f
_ ‘ment to work indeoendently toward general results, to devise new
COMPLEXITY : . L L ! -
1 : \ T N ! . T c
. OF DUTIES 0T modify and adapt e*«:lst?lng methods, techniques and nro*lecflures tol__
; 'meet new or unusual requirements and to make related decisiouns |
guided by precedent and within limits of established nolicies.
I .
E b
| ! !
SUPERVISION Under general directiom, works from policies and general objec=- 4\ 40i
RECEIVED tives with little functiomal guidance. Rarely refers specific 1
cases to superior unless clarification of policies is involved. |
Probable errors could he serious and involve major lLosses (rom 4 40
EFFECT OF failure to discover fraud. Work involves considerable accuracy
ERRGES - and responsibility. |
. |
CONTACTS Regular contacts with versomns in and outside the department where 3 20'
WITH improper handling way affect results but the primary responsibilitfv ;
OTHERS rests with next level supervisor. | |
Wi i i ti ere the effect of an
CONFIDENTIAL c-)rks Wlth som;a confldenflz?.l data where the vy 2 |10
DATA disclosure would be negligible. |
MENTAL AND/OR Flow of work and character of duties 1nvol\.ze pe_n:t—tlme normal and | 3 13
VISUAL DEMAND |part-time concentrated attention and coordination.
WORKING Good working conditioms. Occasional exposure to heat, cold, noise, 2| 10
CONDITIONS etc. when traveling between buildings.
FOR SUPERVISORY / MANAGEMENT / STAFF ADVISORY POSITIONS ONLY
CHARACTER OF
SUPERVISION
SCOPE OF
| SUPERVISION
| ! |
REMARKS 1
| |
* J

AAIM—CT—S8 (8/84)

UNIT I OF IV
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TOWN DOF FAIRFIELD

INTER-DOFFICE CORRESPONDENCE

TO: Edward T. Patterson, Personnel Director
FROM: John P, Leahy, Fiscal Officer

SUBJECT: Hiring uf New Internal Auditor

DATE: September 23, 1991

The Board of Selectmen on Thursday, September 1Y, 1991, appointed
Connie M. Spinelli as an Internal Auditor replacing Ken Cave.

1 have hired her at Grade 7, Step 1, $35,500 in accordance with the
Mid-Management contract. Would you please take care of the necessary
paperwork and fringe benefit enrollment to place her on the payroll.

Effective date of employment is September 23, 1991.

v :
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TOWN OF FAIRFIELD
FAIRFIELD, CONNECTICUT

PERSONNEL OFFICE

AUTHORIZATION OF SALARY PAYMENT

Accountinge
Deparmen: '.l..ll..ﬁ./j.lI-.'.....l.l...

DiViSiOﬂ c-.n'.oo---------ooo..-....oooO....

SPINELLI, CONCETTA
Name of Employee ...................L.o..;L_........................................oo...
XXXX
New Appointment Request for Salary Increase
Reclassificacion Dismissgal
Temporary Resignacion
Part-Time Retirement
Effective Date __September 23, 1991 Grade MA-T-1
, Internal Auditor
Position ......

=4
-o--ocoo-o--...o.-o'--'.- Hourly Rate . e e 6 Annual $35;J00

.New Emnloyee Filling Transfer .o

Vacancy Created by: Promotion tecescesnacseveccoscncae

Mtirmn: l.lm...........'....
Resignacion teersenseescensesnonone
Dismissal o R e T e e

Name of Employee Formerly in Vacaney:  ,.... o e e tectcecsesenan

Appointment Requested by: teweene. iy oD Leahy, Director of Finance oxe Hexe e

AUTHORIZED: AUTHORIZED:

""'9'—'@30"'00¢10- 19-9/... -.......9./-2.3‘“ - "o lgwc?-l--

g T Ouuman St

First Selectman

Personnel Direcror
JACQUELYN DURRELL E. T. PATTERSON

Triplicace



TO:

FROM:

TOWN OF FAIRFIELD

INTER-OFFICE CORRESPONDENCE

Donald Agard, Director of Human Resources

John Leahy, Fiscal Officer

SUBJECT: Step Increase For Connie Spinelli

DATE:

April 8, 1992

Connie Spinelli has been with the Accounting Department for approximately
seven months as an lnternal Auditor.

During this period, both Bob Tait and I have monitored her performance very
closely. We have both been very impressed with the quality of her work and
her willingness to expand the scope of the work of the Internal Auditor.

In particular, she accomplished the task of conducting the personal property
audits for the Assessor which saved the Town approximately $28,000 in outside
auditing contracts. She has also expanded the Internal Audit Program to the
Board of Education, improved the financial audits of other Town departments
and has recently instituted an operational audit of the Recreation Department.

In view of her excellent work, I am recommending that she be moved from Step 1
of Grade 7 to Step 2 of Grade 7 or a new salary of $38,300.

I would ask that you process the necessary paperwork with the effective date .
being April 6, 1992.



Accounting
Departmemt. ...cccssessssescnson DAVASION .« et
Name of Employee .............. SPINELLI, CONCETTA
New Appointment Request for Salary Increase XXX
Fica o Merit Increase
Temporary Resignation
Part-Time Retiremsat
Effective Date April 6, 1992 Grade MA-7-2
Position ..JUSINL NN Bowly Rate ... anmal .. 538,300
New Bmployee Filling Transfer @ ... iiicieoenaan.
Vacancy Created by: Pramotion ... ciiiiiiciiiinnaan.
Retirement cosesencsssscsovosscosoon
Resignation ...ceceeeceoccccoconoonn.
Dismissal  .....iiiieieiiieneetnns

Name of Employee Formerly in Vacancy:

A;poinmem:l!eqlnstedhy:

.....................

AUTHORTZED:

....... L/'Q 19. 92,
@@rfsm
First Selectman o




Coton of Fairfield

FAIRFIELD, CONNECTICUT 06430
Golf Commission

March 29, 1993

Connie M. Spinelli
Town Auditor
Town of Fairfield

Dear Connie:

On behalf of the Golf Commission and myself I wish to express our
thanks and appreciation for the numerous activities you have
performed for us over an extended period of time.

The financial success of the Golf Commission's activities requires
a close coordination with the town's fiscal operations. That
coordination has been enhanced by your willingness to accomplish
whatever needs to be done in a timely and most professional manner.

Thanks and thanks again.

Sincerely,

;WCiﬁ$&LqufﬁJ'de$+

Charles O'Leary /
Chairman, Golf Commission

cc: John P. Leahy
Robert Tait
Jacky Durrell
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TOWN OF FAIRFIELD
FAIRFIELD, CONNECTICUT

DEPARTMENT OF .HBMAN RESOURCES

AUTHORIZATION OF SALARY PAYMENT

ounting

Department .ecveceroesasesesenseses “ee |20 8 € < .
SPINELLI, CONCETTA
Name of Employee cecencaae .....i..t......... ceessescsosas ctesensanennes Sle [ ofa 31 s 5fe W3] X5
New Appointment Request for Salary Increase XXX
Anniversarv Sten Increase
Reclassification Dismissal
Temporary Resignation
Part-Tine Retirement
Effective Date anril 5, 1993 Grade S
.. Internal Auditor $41.500
Position ........ Chmeeeses .o sie salaals ale Hourly Rate ..... ssesess Annual SO0 0 00
New Employee Filling Transfer e Ve SeEe e e e e b
Vacancy Created by: Promotion @ ....,. T A tessesessaca
Retirement ...... R T R L T arp——
Resignation ....... T T sesssees
Dismissal  ......... LA W e
Name of Employee Formerly in Vacancy: = Li.i...iien... . o S RS B e o eee s Wi s
. X , i . N
Appointment Requested by: ...S:EZ.{QQQ.%%%QXC.Q{E%%%Qf.Pf.f}PfPFF .......... s eelnia s winieae
AUTHO%IZED: AUTHORIZED:
o
[ 4 ,gﬁ&.. Yz
! w Y e~ 22 93
L 0.9, S Ao 19..% re. s s s 19..0...
3
——
. | o 2/ /
I s~ B, NG O S L et L g |

First Selectmani:

JACQUELYN DURRELL

Direccor. of Human Resources
DONALD W. AGARD

Triplicate
=sopotalb



TOWNX 0O F FAIRFTIELD

FAIRFTIETLD., CONNECTICUT

DEPARTMENT OF HUMAN RESOURCES

AUTHORIZATION OF SALARY PAYMENT

Accounting
Department . v swus wce sowess i a4 sreeins o e a5 siaisie Division uswuss ifeissrveaiai o s vb s
Name of Emplovee .....iuuiienonnn., TQPF?E.?Q§???¢§ ..................................
New Appointment Request for Salary Increase LXXX
Anniversarv Step Increase
Reclassification Dismissal
Temporary Resignation
Part-Time Retirement
Effective Date April 4, 1994 Grade MA-7-4
Int i v
Positien ...?.?fqé%.%QQ%EQE ......... .o Hourly Rate ............ Annual...347,400 .
New Employee Filling Transfer =  ceisecsovsssssecesnsssvians
Vacancy Created By: Promotion ials e e R SRR i arensse
Retirement ...... sevasssese st esenaas
Resignation ......ecvveennnnnnnans e
Dismissal = .......... wive missalyie w38 axEImIMTRLEE
Name of Employee Formerly in VacamCy .uveeewvevnneennons SreleTERie B0 SRS ERRe o SRie W aeaTRERNE
Mr. John Leahy
Appointment Requested by: ......uvvus. SRR SRR A ST E EEAEE T 0 SRR S e s e
AUTHORIZED: AUTHORIZED:

/ 2 / ' / -
/ %M/ yr/, Yo 2.l A7 Lapee ér.(

Fifsg/Selectman (i) Director of Human/Resoches

PAUL A. AUDLEY DONALD %W. AGARD

Triplicate



FATRFIE

FAIRFIELD, CONNECTICUT

A

NT OF

AUTHORIZATION OF SALARY PAYMENT

Accounting
Department

Division

Name of Employee

NOLTI, COMCETTA

New Appointment

Request for Salary Increase

Reclassification i Dismissal
Temporary Resignation
Part-Time Retirement
AT Y
Effective Date April 1, 1995 Grade MA-T -4
"ed Circled Rate
Position _-ternal Auditor Hourly Rate Annual Rate 352,300
New Employee Filling Transfer
Vacancy Created By: Promotion
Retirement
Resignation
Dismissal
Other
Name of Employee Formerly in Vacancy
. Mr., 1 L
Appointment Requested By i el =
AUTHORIZED:
l‘L!lL[éf 19 12/11 19 9
.

/-} , o 5
/ i // T /

/ f'/g)% y
g N [ vy

First Selectman
PAUL AUDLEY

!

Director of Human Resburces
DONALD W. AGARD



[OWN OF FAIRFIELD
FAIRFIELD, CONNECTICUT

DEPARTMENT OF HUMAN RESOURCES

AUTHORIZATION OF SALARY PAYMENT

Department Accounting Division

Name of Employee NOLTI, CONCETTA

New Appointment Request for Salary Increase
Reclassification XXX Dismissal
Temporary Resignation
Part-Time Retirement
Effective Date July 29, 1996 Grade b e
. . a
Position i Lo Hourly Rate Annual Rate __"~° >%
New Employee Filling Transfer
Vacancy Created By: Promotion XXX
Retirement
Resignation
Dismissal
Other
Name of Employee Formerly in Vacancy R. Tait
Appointment Requested By Mr. John Leahy
AUTHORIZED:

%’{/4@ 19 7/31 19 96

FirleS'éiectm% 5 Director of Human Resdurces
PAUL AUDLEY DONALD W. AGARD



TowN oF FAIRFIELD
CONNECTICUT

ACCOUNTING DEPARTMENT

MEMORANDUM

DATE:

TO:

FROM:

RE:

July 31, 1996
Don Agard, Human Resources Director

John Leahy, Fiscal Officer

Promotion of Connie Nolfi to Senior Internal Auditor

With the promotion of Bob Tait to Controller, | am promoting Connie Noilfi to
Senior Internal Auditor effective July 29, 1996.

She will be placed in Grade 9, Step 4, effective July 29, 1996.

Would you please process the necessary paperwork.

JU/sg



TOWN OF FAIRFIELD

FAIRFIELD, CONNECTICUT

DEPARTMENT OF HUMAN RESOURCES

AUTHORIZATION OF SALARY PAYMENT

Department:  Finance Division:
Name of Employee: Nolfi, Connie
New Appointment: Request for Salary Increase: XXX
(10 Year Longevity)
Reclassification: Dismissal:
Temporary: Resignation:
Part-Time: Retirement:
Effective Date: September 24, 2001 Grade: MA-9-5
Position: Snr. Int’l. Auditor Hourly Rate: Annual Rate: $69,939.00
New Employee Filling Vacancy Created by:  Transfer
Promotion
Retirement
Resignation
Dismissal
Other
Name of Employee Formerly in Vacanéy:
Appointment Requested by:
AUTHORIZED:
AN September 12, 2001 September 12, 2001

/IIJ ; / ’n " N ) d 9
/4 4”'/}%‘/%{/\ =/ {?'-/c;-”u/’

Director of Human Re$ourdes
DONALD W. AGARD




Side Letter of Agreement Between
Town of Fairfield
And
The Fairfield Professional and Technical Employees Association
Local 1303-366 of Council 4 AFSCME, AFLO-CIO
August 21, 2013

The Town of Fairfield and the Fairfield Professional and Technical Employees
Association agree that no union member is entitled to any payment for work outside those
positions and functions established in the Collective Bargaining Agreement as “union
work”.

The Town has determined that Connie Nolfi is making a significant contribution to the
functioning of Finance Department. She has taken on additional responsibilities not
related to her position as Internal Auditor namely in Pension Plan Administration, Capital
Projects and Debt Service Planning, and Special Projects including but not limited to
Coordinator of FEMA Reimbursement Activities as referenced by Robert Mayer’s
attached email. The Town shall pay Ms. Nolfi an annual stipend of tive thousand five
hundred dollars ($5,500) per year for this additional work. Ms. Nolfis title, grade and
longevity in the union will not be affected by the stipend. This agreement will be
reviewed in fifteen to eighteen months to determine if it is continued. ceases or is
modified.

The Union agrees that this agreement is for one time and does not set any precedent for
future situations or obligations on the part of the Town. The Union also agrees that they
will not present any request from any other bargaining unit member to secure similar
treatment because they have no right under their Collective Bargaining Agreement to
bargain for work that is not specifically designated as “union work™.

Agreed to: ?Jku_-m;\ Berrronrr Cf/ 3 / )
Ed Boman Date

Cve M W?&# / $[20[2012

nie Nolfi Date
/C%/ gﬁ ¥/e2 /3

Michael T Date

. uJlehars.
)7 &/fn ll- %ujaa, 4/5’ / /2

Mary €arroll-Mirylees Daté




Carroll-Mirylees, Mary

To: Mayer, Robert
Cc: Nolfi, Concetta
Subject: RE: Position evaluation

Mary Carroll-Mirylees

Director of Human Resources
Town of Fairfield

725 Old Post Road

Fairfield, CT 06824

(2G3) 256-3057
mmirylees@town.fairfield.ct.us

From: Mayer, Robert

Sent: Friday, August 16, 2013 4:25 PM
To: Carroll-Mirylees, Mary

Cc: Nolfi, Concetta

Subject: Position evaluation

Ms. Connie Nolfi serves as the Town's Internal Auditor. Since assuming the position of Chief
Fiscal Officer on September 15, 2012, [ have requested Ms. Nolfi perform several job functions
which do not fall within her job description and have required additional training and skills
outside that of her current job description. Additional responsibilities and functions include

but have not been limited to:

1. Pension Plan Administration
In this capacity, Ms. Nolfi has had to learn SEC and government regulations governing

pension plan investments and management. Specific functions include:
* Completing subscription agreements

Completing partnership agreements
Developing accounting systems for the Pension and OPEB Plans and Trusts

Producing monthly, quarterly and annual revenue and expense statements
Producing cash flow projections for Pension Plans and OPEB Trusts

Prior to Ms. Nolfi taking on these responsibilities, the Town was not producing the
above-mentioned schedules and reports and there was a ten-month backlog of
subscription and partnership agreements.

2. Capital Project and Debt Service Planning




For this function, Ms. Nolfi coordinates all capital and non-recurring planning projects
for Town departments and Board of Education to determine future cash flow
needs. Specific functions include:
¢ Scheduling planning sessions with Department Heads and capturing all capital
and non-recurring project information by dollar and time estimates
* Working closely with Phoenix Advisors to develop debt service projections on a
fiscal year basis according to current debt outstanding and future cash
requirements based on the capital planning projections '
* Preparing comparative analysis and schedules which administration uses to
make final capital project decisions, including project selection and timing

Prior to Ms. Nolfi fulfilling this function the Town did not prepare project and time
specific capital planning and debt service documentation. This
documentation is requisite to prudent budgeting, cash flow planning and debt

structuring efforts.

Special Projects - Coordinator of FEMA Reimbursement Activities

In this capacity, Ms. Nolfi coordinates and compiles data from all Town departments,
including Board of Education relating to expenditures incurred as a result of Storm
Sandy for Town reimbursement from FEMA. Specific functions include:

* Working closely with Department Heads and independent outside consultants to
assist in answering questions and gathering data to facilitate submission of
documents to FEMA for Town reimbursement

* Gathering all backup documents from Town accounts payable files and payroll
records to support disaster-related expenditures for future State audit

* _ Preparing spreadsheets detailing actual expenditures by department and
expected reimbursement amounts for Town budgeting purposes

* Attending weekly meetings with upper management to review the status of
FEMA submissions and expected reimbursements

8

This work is essential to optimizing our FEMA reimbursements

Based on the above and other work Ms. Nolfi is performing I recommend Ms. Nolfi receive a
$5500.00 annual stipend.

Respectfully,

Robert Mayer, CFO



Town of Fairfield i RE:  Concetta Saxl - Working out of Class
il
And n’
The Fairfield Professional and Technical ‘ August 19, 2019
Employees Union Local 1303-366 |
(PTEA) |

MEMORANDUM OF AGREEMENT

WHEREAS, the Town of Fairfield (Town) and the Fairfield Professional and Technical
Employees Local 1303-366, Council 4, AFSCME (PTEA) are parties to a Collective Bargaining
Agreement (CBA) which defines the wages, hours of work and other conditions of employment for
those employees who occupy recognized bargaining unit classifications within said Union;

WHEREAS. Article V. of the CBA provides for wages and Appendix A provides for a job
classification rating:

WHEREAS. Concetta Saxl (Saxl) currently holds the position of Senior Internal Auditor. labor
grade 9. step 4 ($106.833 base salary FY 20):

WHEREAS, On September 3. 2013. the Town entered into an Agreement with PTEA providing
Saxl with an annual stipend of $5,500 due to her taking on additional duties:

WHEREAS, The Stipend has not been increased or decreased since September 3, 2013;

WHEREAS, The September 3, 2013 Agreement called for a review of the terms of the

Agreement to be undertaken during the period of December 2014 to March 201 5, and neither party
initiated that review.

WHEREAS, In a May 24, 2019 letter to the Chief Fiscal Officer, Saxl requested a permanent
upgrade to her position, which would provide compensation commensurate with the additional duties
she is required to perform or that she no longer wanted to perform the additional work detailed in the
September 3, 2013 Agreement: and

WHEREAS, The Town has reviewed the Senior Internal Auditor job description and the current
needs of Finance relative to that position.

NOW, THEREFORE, It is hereby stipulated to and agreed by the Town of Fairfield and PTEA
as follows:

1) The Town will create the position of Senior Internal Auditor / Project Coordinator;

2y The position will be placed in PETA Labor Grade 10. Sax! will be placed at PETA Labor
Grade 10. Step 4:



4)

()
-

0)

The Town will eliminate Sax!'s stipend and place her in the Senior Internal Auditor /
Project Coordinator position effective upon the start of the payroll immediately after the
signing of this MOU:

The Town may choose not to fill the position of Senior Auditor. or Senior Auditor / Project
Coordinator upon Sax!’s departure from the position:

This Stipulation represents a mutually complete, final and binding resolution. in its entirety.
of any and all issues relating to this instant matter and shall act as a complete and total bar
from any further proceedings. pending or implied. in any other forum: provided the terms
set forth herein are met: and

It is further agreed that this Stipulation shall not set a precedent nor shall it constitute any
form of a past practice on either party due to the unique circumstances as described above.

In witness whereof, the parties have caused their names to be signed on Asgusi- 20109,

‘A‘L@f H, 2019

Town of Fairfield PTE

> By:( U () W Q&MQ

Emmet P. Hibson. Jr. Concetta Saxl —
Director of Human Resources President, PTEA



Simpson, Cathleen

From:
Sent:
To:

Cc:

Saxl, Concetta

Tuesday, January 12, 2021 9:59 AM

Bahr, Philip; Barnhart, Mark; Bisson, Scott; Bodie, John; Bosse, Caitlin; Broderick, Keith:
Brown, Gaylen; Bucherati, John; Caisse, Roger; Cathcart, Justin; Chizmadia, John; Cleary,
Sands; Coarse,Thomas; Delmhorst, Robert; DeMarco, Julie; Demko, Rich; DiTullio, John;
Dunn, Kyran; Esposito, Felix; Fisher, Jan; Fox, Kevin; Jaronko, Santina; Gomola, George;
Grace, Peter; Granata, Antonio; Guerrera, Robert; Gunter, Gregory; Hayes, Dan; Hine, Bill;
Hurley, William; loli, Christopher; Johnson, John W.; Jones, Edward; Kalamaras, Robert:
Kalapir, Erik; Kelley, David; Kimball, Craig; Koval, Peter; Kupchick, Brenda; Laseman,
Jennifer; Lippman, Justin; Lyhne, Tamara; McCarthy, Denis; Miller, Paul; Minder, Jeffrey;
Mitchell, Jill; Murtha, Helene; Norton, William; Panilaitis, Matt; Paris, Michael; Paules,
Virginia; Perez, James; Rigoli, Vinny; Ryan, James; Sardinha, Aurelio; Seres, Chelsea:
Sherwood, Schuyler; Smith, Donald; Sweeney, Nancy; Swift, Jim; Testa, Gary; Tursi, Chris;
Weihe, Edward; Brown, Gaylen; Wiltsie, James; Browne, Betsy; Barry, Kiva

Foley, Gerald; Schmitt, Jared; Bremer, Tom

Subject: Town Credit Card Policy and Procedures - Please Read
Attachments: Credit Card Policy.pdf; Travel Meeting Expense Report 2020.docx; Credit Card - Missing

Receipt Form.xlsx

Town Credit Cardholders:

Please find attached the Town of Fairfield credit card policy. As a cardholder, you are required to understand and abide
by the policies and procedures, responsibilities and limitations associated with this policy and the use of the Town’s
credit card.

Please read the attached policy and complete the last page entitled “Cardholder Memorandum of

Agreement” and forward the completed page back to me by January 19, 2021.

Top 10 Reminders:

1.

10.

Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance
Department on a timely basis each month (within 10 days of American Express statement closing date).

All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be attached to
your Reconciliation Voucher sheet.

If you lose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your
Reconciliation Voucher.

Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.

Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should
be purchased from WB Mason — the Town approved vendor for office supplies.

Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield is a
municipality and is tax exempt from state sales tax.

All information technology purchases must first be pre-approved by the Director of Information Technology.
Use the free shipping option for all purchases whenever available.

All Food purchases must be documented and justified utilizing the “Travel and Meeting Expense Report” and
must pertain to Town business or meeting.

Please feel free to contact me if you have any questions. Thank you.

1



Connie M. Saxl
Internal Auditor

Cotun of Farrfield

Sullivan Independence Hall

725 Old Post Road Phone (203) 256-2919
Fairfield, CT 06824 Fax (203) 255-7380



Simpson, Cathleen

From: Saxl, Concetta

Sent: Tuesday, February 16, 2021 9:01 AM

To: Murray, Ross; Hurley, William; Kelley, David; Novak, Doug; Barnhart, Mark: Cleary, Sands;
Murtha, Helene; Mitchell, Jill; Foley, Gerald; Calabrese, Anthony; Miller, Paul; DeMarco,
Julie; Browne, Betsy; Kluczwski, David; Elworthy, Steve; Waggner, Matthew; Wendt,
James; Norton, William; Kalamaras, Robert; McCarthy, Denis; Marsilio, John; Munsell,
Doreen

Cc: Schmitt, Jared

Subject: Refresher for Department Heads - Town Credit Card Policy and Procedures - Please
Read

Attachments: Credit Card Policy.pdf; Travel Meeting Expense Report 2020.docx; Credit Card - Missing

Receipt Form.xlsx

Department Heads:

This policy is being distributed as a refresher for those Department Heads who did not receive the “Town Credit Card

Policy a

nd Procedures” plus the top 10 reminders that was distributed to cardholders back in January.

Top 10 Reminders:

1.

10.

Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance
Department on a timely basis each month (within 10 days of American Express statement closing date).

All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be attached to
your Reconciliation Voucher sheet.

If you lose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your
Reconciliation Voucher.

Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.

Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should
be purchased from WB Mason — the Town approved vendor for office supplies.

Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield is a
municipality and is tax exempt from state sales tax.

All information technology purchases must first be pre-approved by the Director of Information Technology.
Use the free shipping option for all purchases whenever available.

All Food purchases must be documented and Justified utilizing the “Travel and Meeting Expense Report” and
must pertain to Town business or meeting.

Please read and familiarize yourself with the policy and feel free to contact me if you have any questions. Thank you.

Connie M. Saxl|
Internal Auditor

Wotwn of Faivfield

Sullivan Independence Hall
725 Old Post Road Phone (203) 256-2919

Fairfield,

CT 06824 Fax  (203) 255-7380



Town of Fairfield
Credit Card Policy

Memorandum of Understanding

Between:

Employee Name (Cardholder)

And:

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I. General Policies:

e The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

THE CREDIT CARD IS NOT BE USED FOR PERSONAL
PURCHASES:

e The credit card must not be used for personal purposes or. for
items purchased for others that are personal in nature. This



includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, Dbirthday cakes, retirement gifts, donations,
pharmaceuticals, etc.

e You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

e Purchases must not be split to avoid Town bidding requirements.
e Capital items must not be purchased on the credit card. This
includes computers, machinery, equipment and other items with

individual costs greater than $1,000.

e Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and
you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

e Verbal notification of infraction;

* Written notification of infraction with copies sent to the
Chief Elected Official;

* Card suspension with permanent loss of privileges;

 Disciplinary action up to and including personal liability
and repayment. 4

* Questions concerning procurement regulations should be
directed to the Director of Purchasing.

II. Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have



department required purchases initiated by the person most
knowledgeable about the expenditure.

I11. Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet:

® You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

* Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert 134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

e Obtain a sales receipt for all purchases.

e Obtain and retain your sales receipts for verification and
reconciliation to your monthly Statement of Account from
American Express.

e Whenever possible use the free shipping option if it is available
to you.

o Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.

IV. Procedures After Purchase:

* At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:



V.

. Compare your receipts to the monthly Statement of Account

from American Express for accuracy.

. Obtain a blank copy of a Reconciliation Voucher sheet from

the Finance Department. (Attached)

. Record credit card expenditures by appropriate general ledger

account number and amount on the Reconciliation Voucher.

- Attach copies of the sales receipts and monthly Statement of

Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

. The total expenses recorded per the Reconciliation Voucher

must agree to the total expenditures per the monthly
Statement of Account from American Express.

- A minimum of the following two signatures are required on

the Reconciliation Voucher:

You - The Cardholder

Immediate Supervisor (if applicable)

Department Head
The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.

. Forward the Reconciliation Voucher and receipts to the

Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

Travel and Meeting Documentation:

e All items charged to your credit card for the purpose of Town-

related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.

* The Travel and Meeting expense report will detail the date,

place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

* It is imperative that all Travel and Meeting charges be for Town

business related purposes only.




Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates.

Business Meals During Meetings: The meeting should be have a
clear, reasonable, specific business purpose and agenda.

Be a direct expense that is necessary in order to conduct Town
business.

All meals purchased shall be reported on the Travel and Meeting
expense report and shall detail the date, name of food
establishment, business purpose for the meal and the total
amount charged to the credit card.

VII. Disputed Items:

The cardholder is responsible for reporting/returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

If charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must
be noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will
credit the disputed charge on the following month'’s statement.

VIII. Lost or Stolen Credit Cards:

e If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).



* Provide the following information to the Director of Purchasing;
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.

* American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

IX. Changes to Cardholder Information:

* Changes to a cardholder's name should be reported to the
Director of Purchasing. A new credit card will be issued.

* If you terminate your service with the Town of Fairfield, you
must return your credit card to the Director of Purchasing prior
to leaving.

e If you move to job position in another department, you must
notify the Director of Purchasing prior to the change.



Town of Fairfield
Procurement (Credit) Card Program

LY Y

CARDHOLDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR ~

Updated: 4/4/20



TOWN OF FAIRFIELD

Travel & Meeting Report

Name Dept.
Acct.# (to be charged)
Date Places Visited Mileage Air/Rail Room Meals Other Euntertainment & Other Expense
Mo. | Day (use several lines if necessary) Other Description Amount

Total Mileage

Total Amounts

Auto reimbursement is $0.575 per mile

Total Expenses This Report

Date

Signed

Dept. Head Approval




TOWN OF FAIRFIELD
MISSING RECEIPT FORM
PROCUREMENT CARD PROGRAM

Cardholder Name:

Please Print

Cardholder Department:

Card Number (Last 4 Digits Only):

Merchant Name:

Date of Transaction:

Amount of Purchase:

What was purchased?:

Cardholder Signature:

Department Head Name:

Please Print

Department Head Signature:

Repeated losses of receipts may be an indication of non-compliance with the Credit
Card Program and grounds for disciplinary action.

**ATTACH TO MONTHLY AMERICAN EXPRESS RECONCILIATION VOUCHER SHEET**




Simpson, Cathleen

From: Saxl, Concetta
Sent: Friday, January 6, 2023 1:38 PM
To: Bahr, Philip; Barnhart, Mark; Barry, Patrick: Bishop, Timothy; Bodie, John; Bosse, Caitlin;

Broderick, Keith; Brown, Gaylen; Buckholz, Scott; Caisse, Roger; Cathcart, Justin;
Chizmadia, John; Cleary, Sands; Coarse, Thomas; Delmhorst, Robert; DeMarco, Julie;
Demko, Rich; DiTullio, John; Dunn, Kyran; Esposito, Felix; Fisher, Jan; Fox, Kevin; Jaronko,
Santina; Gomola, George; Grace, Peter: Granata, Antonio; Guerrera, Robert; Hayes, Dan;
Hine, Bill; Hurley, William: loli, Christopher; Jarzombek, Scott; Johnsan, John W,
Kalamaras, Robert: Kalapir, Erik; Kelley, David; Koval, Peter; Kupchick, Brenda; Laseman,
Jennifer; Lippman, Justin; Lyhne, Tamara: Mahoney, Pat; McCarthy, Denis; Miller, Paul;
Minder, Jeffrey; Mitchell, Jill; Novak, Doug; Panilaitis, Matt; Paris, Michael; Paules,
Virginia; Riendeau, Matthew; Rigoli, Vinny; Ryan, James; Sardinha, Aureljo: Seres,
Chelsea; Sherwood, Schuyler; Stahl, Michael; Sweeney, Nancy; Swift, Jim; Testa, Gary;
Walkinshaw, Ryan; Weihe, Edward; Wiltsie, James; Browne, Betsy

Cc: Foley, Gerald; Ritchey, Peter; Schmitt, Jared; Simpson, Cathieen: Murray, Ross; Marsilio,
John; Calabrese, Anthony; Cottell, John; Kluczwski, David: Politi, Cathy; Waggner,
Matthew; Wendt, James

Subject: FW: Town Credit Card Policy and Procedures - Please Read

Attachments: Credit Card Memorandum of Understanding 1-4-2023 pdf: CC RECONCILIATION
VOUCHER UPDATED 1-4-2022 xlsx; REQUEST FORM - OUT OF STATE TRAVEL
1-4-2023.doc; Credit Card - Missing Receipt Form.xlsx; Travel Meeting Expense Report
1-4-22.docx; Cert-112 Form.pdf; Cert-134 Form.pdf; Travel and Meeting Policy
1-4-2023 pdf

Town Credit Cardholders:

Please find attached the updated Town of Fairfield Credit Card policy entitled “Credit Card Memorandum of

Understanding”. Asa cardholder, you are required to understand and abide by the policies, procedures, responsibilities
and limitations associated with this policy and the use of the Town’s credit card.

Please read the attached UPDATED policy and complete the last page entitled “Cardholder Memorandum of
Agreement”. Please forward the completed LAST PAGE ONLY back to me via email (scanned pdf documentl

or via interoffice mail by January 18, 2023.

1. Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance



3. Ifyou lose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your
Reconciliation Voucher.

4. Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.

5. Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should
be purchased from WB Mason — the Town approved vendor for office supplies.

6. Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

7. Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield is a
municipality and is tax exempt from state sales tax or use the CERT-112 or CERT134 forms attached.

8. Allinformation technology purchases must first be pre-approved by the Director of Information Technology.

9. Use the free shipping option for all purchases whenever available.

10. All Food purchases must be documented and justified utilizing the “Travel and Meeting Expense Report” and
must pertain to Town business or meeting.

11. All out of state travel must first be pre-approved by the First Selectwoman using the “Request Form — Out of
State Travel” document attached.

I have also attached other documents associated with the “Credit Card Memorandum of Understanding” in Word or
Excel format for ease of use. They will also be posted on the Town share drive as well.

Please feel free to contact me if you have any questions. Thank you.

Connie M. Sax|
Internal Auditor

Town of FFairfield

Sullivan Independence Hall

725 Old Post Road Phaone (203) 256-2919
Fairfield, CT 06824 Fax  (203) 255-7380



Town of Fairfield
Procurement (Credit) Card Program

Memorandum of Understanding

Between:

Employee Name (Cardholder)

And:

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town'’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card. |

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I.  General Policies:

* The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. - Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

® The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This
includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, birthday cakes, retirement gifts, donations,
pharmaceuticals, etc.



IL.

You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

Purchases must not be split to avoid Town bidding and/or
approval requirements.

Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and
you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

e Verbal notification of infraction;

* Written notification of infraction with copies sent to the
Chief Elected Official;

e Card suspension with permanent loss of privileges;

e Disciplinary action up to and including personal liability,
repayment and/or termination of employment.

Questions concerning procurement regulations should be
directed to the Director of Purchasing.

Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have
department required purchases initiated by the person most
knowledgeable about the expenditure.



III.  Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet:

* You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

» If possible, capital items should not be purchased on the credit
card. This includes computers, printers, machinery, equipment
and other capital items with individual costs greater than $1,000.

* Any single credit card purchase that exceeds $1,000 must receive
email approval first from the Department Head and then from
the CFO prior to making the purchase. The email approval from
the Department Head/CFO must be attached to your monthly
Reconciliation Voucher submitted to Finance.

* Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert-134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

 Obtain a sales receipt for all purchases.

* Obtain and retain your sales receipts for verification and
reconciliation to your monthly Statement of Account from
American Express. '

* Whenever possible use the free shipping option if it is available
to you.

e Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.



IvV.

Procedures After Purchase:

* At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:

1.

Compare your receipts to the monthly Statement of Account
from American Express for accuracy.

Obtain a blank copy of a Reconciliation Voucher sheet from
the Finance Department. (Attached)

Record credit card expenditures by appropriate general ledger
account number and amount on the Reconciliation Voucher.

Attach copies of the sales receipts and monthly Statement of
Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

The total expenses recorded per the Reconciliation Voucher
must agree to the total expenditures per the monthly
Statement of Account from American Express.

A minimum of the following two signatures are required on
the Reconciliation Voucher:

You - The Cardholder
Immediate Supervisor (if applicable)
Department Head

The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.



7. Forward the Reconciliation Voucher and receipts to the
Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

Travel and Meeting Documentation:

All credit card purchases for Travel and Meeting must comply
with the Town Travel and Meeting Policy.

All items charged to your credit card for the purpose of Town-
related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.
(Attached)

The Travel and Meeting expense report will detail the date,
place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

It is imperative that all Travel and Meeting charges be for Town
business related purposes only and are necessary expenses
required to conduct Town business.

Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates. (Meals may be purchased for other
Town employees but you must designate the name of each
erhployee and the purpose of the meeting on your Travel and
Meeting expense report.)

Meals during Town Business and Town Meetings: The meeting
should have a clear, reasonable, specific business purpose and
agenda.



o Gratuities must not exceed 18% and alcoholic beverages are not to
be purchased on the Town credit card.

Daily Meal Reimbursement Amounts: When out of Town or when

traveling on Town Business:

Breakfast $11 | Town business falls between 7:00 a.m. and 9:00 a.m.
Lunch $12 | Town business falls between 12:00 p.m. and 2:00 p.m.
Dinner $23 | Town business falls between 5:00 p.m. and 7:00 p.m.

Dinner pertaining to Night Meetings after work will be
reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the meeting
as a requirement of his/her job after working hours.

VI. Disputed Items:

The cardholder is responsible for reporting/returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

If charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must be
noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will credit
the disputed charge on the following month'’s statement.

VII. Lost or Stolen Credit Cards:

o If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).

* Provide the following information to the Director of Purchasing:
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.



e Any fraudulent activity occurring on your credit card must be
immediately reported to the Director of Purchasing.

* American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

VIII. Changes to Cardholder Information:

e Changes to a cardholder’'s name should be reported to the
Director of Purchasing. A new credit card will be issued.

e If you terminate your service with the Town of Fairfield, you must
return your credit card to the Director of Purchasing prior to

leaving.

e If you move to a new job/position in another department, you
must notify the Director of Purchasing prior to the change.

PLEASE SIGN AND RETURN CARDHOLDER MEMORANDUM
OF AGREEMENT ON THE FOLLOWING PAGE.

Updated 1-4-2023



Town of Fairfield
Procurement (Credit) Card Program

& & &

CARDHOLDER MEMORANDUM OF AGREEMENT

I'have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

The Town reserves the right to review and inspect goods
purchased by you on your credit card at any time.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR AND YOUR PERSONNEL
FILE ~

Updated 1-4-2023



TOWN OF FAIRFIELD
MISSING RECEIPT FORM
PROCUREMENT CARD PROGRAM

Cardholder Name:

Please Print

Cardholder Department:

Card Number (Last 4 Digits Only):

Merchant Name:

Date of Transaction:

Amount of Purchase:

What was purchased?:

Cardholder Signature:

Department Head Name:

Please Print

Department Head Signature:

Repeated losses of receipts may be an indication of non-compliance with the Credit
Card Program and grounds for disciplinary action.

**ATTACH TO MONTHLY AMERICAN EXPRESS RECONCILIATION VOUCHER SHEET**




Department of Revenue Services
State of Connecticut

450 Columbus 3lvd Ste 1
Hartford CT 05103-1837

{Rev 07/09)

CERT-134

Exempt Purchases by Qualifying Governmental Agencies

General Purpose: Qualilying govemmental agencies must issue this certificate
to retailers when purchasing tangivle personal property or enumerated services.
es of this certificate, qualifying governmental agencies include:

For purpus
»  The United States and its agencies:

»  The State of Connecticut or its political subdivisions or their agencies:
* Lertain other entities exempl under Connecticut faw; and

»  Persons acting as agents for any of these entitjes.

A qualifying govemmental agency may use this certificate to purchase any
tangible personal property for resale al any one of five fundraising or social
events of a day’s duration during any calendar year. The evenl must be exemnpt
from tax under Coun. Gen Siat. §12-412(94). Otherwiss, govemmenta;
agencies are not allowed 1o purchase tangible personal property for resale with
this certificate. Ses Special Notice 98(11), Exemption From Sales and Use
Taxes of Sales by Nonprofit Organizations at Fundraising or Sacial Events

Statutory Authority: Conn. Gen. Stat. §12-412(1)(A)

Instructions for the Purchaser: An authorized persen acting on behalf
of a qualifying governmental agency musi issue and sign this certificate to
advise the seller of tangible personal property or taxable services that sales
and use taxes do not apply to the purchase. The purchases must be made by
the qualifying governmental agency using the agency’s own funds.

Purchases made by individual employees who will be reimbursed by a qualifying
governmental agency do not qualify for exemption under any circumstances,
even if the purchases are made in the employee’s official capacity.

If a purchaser other than aun agency of the U.S. or the Staie of Connecticut,
not named on the reverse of this certificate, is expressly exempted from state
sales and use taxes by a federal or Connccticut statute, the purchaser must
identify the exempting statute on the reverse of this certificate. If a purchaser
1s not expressly exempted by a federal statute, bul belicves it is exempt by
reason of federal law, it must requesta letter from the Department of Revenue
Services (DRS) (address above) acknowledging the exempt status and attach
a copy of the letter to this certificate.

Purchases of Meals and Lodging: In general, qualifying govemmental
agencies may not use this certificate to purchase meals and lodging, but
inusl get preapproval from DRS for these purchases, and use CERT-112,
Exempt Purchase of Meals and Lodging by Exempt Entities, or CERT-123,
Blanket Certificate for Exempi Qualifying Purchases of Meals or Lodging
by an Exempt Entity.

However, a qualifying govenmnental agency may purchase meals tax exsmpt
using this certificate, without prior approval from DRS, when it will resell
the meals at one of five fundraising or social events per year exempt under
Conn. Gea. Stat. §12-412(94). See Policy Statement 2003(4), Purchases of
Meals or Lodging by Exempt Entities,

Federal Government Purchases Not Requiring This Certificate:
The federal government has implemented the “GSA SmartPay™ program.
which uses four categories of cards: Fleet, Purchase, Travel, and Integrated
Cards. Federal employees may purchase tangible personal properly and
services, including meals and lodging, tax exempt when using GSA SmartPay
cards. 1f ihe purchases are billed to and paid by the federal governinent. U.S
gavernmenl ageucles making tax-exempt purchases using GSA SmartPay
cards ire not required to use any DRS certificates or to get preapproval for
purchases, Some GSA SmartPay purchases do not qualify for exeruption
See Policy Statemnent 2009(2), Retailer s Acceptance of U.S. Government
“GSA SmartPay 27 Charge Cards for Exempt Purchases

Instructions for Agents Making Purchases for Qualifying
Governmental Agencies: A person acting as the agent of a qualifying
governmental 2gency making purchases of tangible personal propeity ot
enumerated services musi issuc this certificate to notily the seller sales and
use taxes do not apply w the charges for the purchases

The agent must:

* Complete and sign this ceriificate as the purchaser;

*  Atlach a copy of the document from the qualifying govermmental agency
that expressly designates the person as the agent for purchasing the types
of goods or services being purchased; and

* Claim an exemption only on purchases of goods or services used
sxclusively by the qualifying govemmental agency

Keep a copy of this certificate, the documents atrached, and records that
substaniiate the information entered on this certificate for ar least six years
from the date this certificale is issuzd

Instructions for the Seller: Acceptance of this certificate, when properly
comoleted and accampanied by any other required documents. relieves the
seller from the burden of proving the sale and the storage, use, or consumption
of the tangible personal property or taxable services are.not subject to sales
and use taxes. This certificate s valid only if taken in good faith from a
person who is authorized to furnish it to the seller on behalf of a qualifying
govermmental agency, The good faith of the seller will be questioned if the
seller has knowledge of facts that give rise to a reasonable inference the
purchaser is not a qualifying governimental agency or an agent of a qualifying
governmental agency or the items purchased will not be used exclusively by
or on behalf of the qualitying governmental agency

Keep this certificate, the documents attached, and bills or invoices to the
purchaser for at least six years from the date the items or services were
purchased. The bills. invoices, or records covering the purchase made under
this certificatc must be marked “Exempt Under CERT-134" to indicate an
exempt purchase has occurred

This certificate may be used for a single exempt purchasg, in which case the box
marked “Cetificate for One Purchase Only” must be checked. This certificate
may also be used for a continuing line of exemnpt purchases, in which case the
box marked “Blanket Certificare™ must be checked, liremains in effect for three
years unless the purchaser revokes it in wriling before the three“year period
expires. CERT-)34 may not be used as a blankel certificate for purchases of
tangible personal property for resale al any one of five fundraising or social
evenls per calendar year exempt under Conn. Gen. Stat. §12-412(94).

A qualifying governmental agency must pay tor its exempt purchases with a
check drawn on its own account or with a credit card issued in its own name
{(and not in the name of any of its members or officers). An exempt purchase
of' $10 or less may be made using cash, as long as the purchase 1s made with
the qualifymg goverumental agency’s own funds, except a blanker certificate
may not be used for cash purchases.

For More Information: Call DRS at 1-800-382-9463 (Connecticut calls
outside the Greater Hartford calling arca only) or 860-297-5962 (from
anywhere). TTY, TDD, and Text Telephone users only may transmit
inquries 24 hours a day by calling §60-297-4911, Visit the DRS website at
www.ct.gov/DRS w0 preview and download forms and publications.



Purchaser is

LJ United States o ] [ Swic of Connecticut

Name of agency Name of agency (List exemption number. if any.)

[ Federal credit union O Connecticut m unicipality - -
Town or distric: and agency

Name of credit enion

[ Other entity exempted by Connecticut law_ : e

Name of cn:il);' Exempting Connecticut statute
[ Other entity exemptéd by federal law - ) o S —
Name of entity Exermpting federal statute

or check box if acknowledgment letter from DRS s attached |
[J Connecticut Development Authority

] Agent of a qualifying governmental agency listed above (Attach documentation of appointment as agenl.)

Name of agent:

Agent’s CT Tax Registration Number: Agent’s Federal Employer ID Number: -

Name of qualifying governmenial agency

Appointed agent for making the followiny types of purchases: : . —

Address of purchaser: - o

CT Tax Registration Number

Nante of seller Address
(If noune, explain))

F cderal_ Empioyer ID Number

Check one box:

[J Blanket certificate (CERT-134 may nol be used us a blanket certificate for purchases of tangible personal property for resale at any one of five
fundraising or social events per calendar year exempt under Conn. Gen. Stat. §12-412(94). See below.)

[J Certificate for one purchase only
O Purchases that qualify for exemption under Coun, Gen. Stat. §12-412(94). Indicate the nurnber of prior fundraising or social events during this
calendar year for which you claimed exemption under Conn. Gen. Stat. §12-412(94):

Check the appropriate box(es) and provide a wiitlen description of each item purchased:

O Tangible personal property O] Taxable services

Description:

Declaration by Purchaser
The item(s) described above are tangible personal property or services being purchased under the exemption provided in Conn. Gen. Stat. §12-412(1)(A)
or other applicable statute. The purchase of these items is exempt from sales and use taxes.

I declare under penalty of law that ] have cxamined this certificate (including any accompanying schedules and statements) and, to the best of my knowledge
and belief, it is true, complete, and correct. T understand the penalty for willfully deliveriug a false return to DRS is a fine of not more than $5,000 or

imprisonment for not more than five years, or both.

Name of purchaser

Byv:
Signature of authorized person Title Date

If the purchaser is an entity exempted under Coanecticut law other than Conn. Gen. Stat. §12-412(1)(A), I have entered the citation of the exempting law
above. If the purchaser is an entity exempted under federal law, 1 have entercd the citation of the exempting law above, or, if there is no specific statuiory

authonty, I have attached a copy of the letter from DRS acknowledging the exempt status.
[f the purchaser is an agent of a qualifying governmental agency, I have auached a copy of the document from the qualifying govemmental agency expressly

designating the purchaser as agent.

CERT-134, Exempt Purchase by Qualifving Goveramental 4gencivs (Rev 07709) Connecticut Deparument of Revenue Scrvices



Statement Period:
Cardholder Name:

Department:

Town of Fairfield
American Express
Reconciliation Voucher

(Please Print)

***ATTACH RECEIPTS AND AMEX STATEMENT TO BACK***
FOR ANY SINGLE PURCHASE EXCEEDING $1,000, YOU MUST ATTACH THE PRINTOUT OF THE CFO'S PRIOR EMAIL APPROVAL.

MUNIS Account #

Vendor Name

Amount

Brief Description of Purchase - Attach Travel &
Meeting Report If Applicable

TOTAL CHARGES:

Cardholder Signature:

Reviewed/Approved By:

Date Approved:

Department Head - Sigh Name

If the cardholder is also the
Department Head, then you must forward
this packet to the CFO for approval.

CFO Signature:

Department Head - Print Name

CFO Date Approved:




TOWN OF FAIRFIELD

Travel & Meeting Report

Employee Name Dept.
Date Places Visited Mileage Air/Rail Room Meals Other Entertainment & Other Expense
Mo. | Day (use several lines if necessary) Other Description Amount
Total Mileage .

Total Amounts

Auto reimbursement is 62.5 cents per mile - Effective 7/1/2022
Auto reimbursement is 65.5 cents per mile - Effective 1/1/2023

Total Expenses This Report

Date
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TOWN OF FAIRFIELD
TOWN TRAVEL AND MEETING POLICY

PURPOSE

Town-wide travel and meeting policies and procedures have been
designed to:

Ensure that employee Travel and Meeting Reports submitted to the
Finance Department are properly completed and include proper
supporting documentation. ‘

» Increase internal accounting controls over employee requests for
reimbursement.

« Ensure that reimbursements are made for valid and approved business-
related expenses.

« Establish consistency among employee Travel and Meeting Reports
submitted for reimbursement.
POLICIES

Town employees shall be reimbursed for expenses incurred in the
performance of their work duties.

All travel and meetings shall be approved by the department head and
shall be in accordance with the rates and criteria set forth in this policy.

Reimbursable Travel and Meeting Ex enses: Expenses incurred that
are essential to transacting official Town business, including, but not
limited to the following will be reimbursed:

o Use of privately owned vehicles for Town business:

o Privately owned vehicles may be used for Town meetings,
conventions and seminars. Mileage reimbursement shall be in

1



accordance with IRS guidelines (unless designated otherwise
per collective bargaining agreement).  Currently, the IRS
recommends reimbursement at:

62.5 cents per mile effective July 1, 2022 for calendar year
2022,

65.5 cents per mile effective January 1, 2023 for calendar
year 2023.

Parking charges and toll charges incurred in the use of a
privately owned vehicle are reimbursable and must be
substantiated by proper receipts.

Charges for road service, repairs, towage and other similar
expenses are not reimbursable.

e Conventions and Seminars:

O

Enroliment fees for convention and seminar attendance are
reimbursable and must be substantiated by event itinerary and
a proper receipt or canceled check.

* Meals: All Meals and other Food Purchases Must be related to
Town Business purposes only:

@]

In-state meals will be reimbursed if Town business requires an
employee to be 15 or more miles away from his/her normal
work location and Town business falls during hours per the
schedule below. The reimbursement of business meals is set
at a maximum of $51 per day (unless designated otherwise
per union contract).

Out-of-state meals will be reimbursed according to the same
schedule below. The reimbursement of business meals is set
at a maximum of $51 per day (unless designated otherwise
per union contract).

Breakfast

$11 | Town business falls between 7:00 a.m. and 9:00 a.m.

Lunch

$12 | Town business falls between 12:00 p.m. and 2:00
p.m.

Dinner

$23 | Town business falls between 5:00 p.m. and 7:00 p.m.

Incidentals

$5 | Town business exceeds eight hours worked




o Dinner pertaining to Night Meetings after work will be
reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the
meeting as a requirement of his/her job after working hours.

o Gratuities/tips should not exceed a maximum of 18% of the
total restaurant bill before tax.

o Meals must be substantiated by proper restaurant cash
register receipt and/or credit card receipt. Alcoholic
beverages purchased will not be reimbursed.

All air travel, lodging and car rental shall only be authorized at the
lowest available rate. No upgraded first class lodging, airfare or
car rental will be paid for by the Town. Employees are expected to
travel using the most economical means possible.

Lodging:

o Must be substantiated by proper receipt and credit card
receipt.  In-room movie rentals will not be reimbursed.
Personal long-distance telephone calls will not be reimbursed.

Bus, Taxi, Airfare, Parking Fees, and Highway Tolls:

o Must be substantiated by proper receipts and credit card
receipt if applicable.

Important! All expenditures which encompass Town related travel or
meeting expenses must be documented on a Travel and Meeting

Report along with Department Head signature and receipts.

Travel and Meeting Reports can be obtained from the Finance
Department and must contain the following information:

Payee name

Department

Dates of travel and/or meetings
Explanation of the expense
Amount of each expense

Total amount due

Signature of Department Head



* All Travel and Meeting Reports submitted to the Finance Department
for reimbursement must be accompanied by proper supporting
documentation and signed off by the Department Head.

RETIREMENT PARTIES

A department may use appropriated Town funds toward an employee’s
retirement celebration party. Actual expenses for the party shall not to
exceed $100 per retired employee. Departments are encouraged to
combine group employee retirement celebrations into one party. Actual
expenses for a group retirement party (for three or more retirees) shall
not to exceed $300. A voluntary employee collection/contribution
amongst departments may be instituted to supplement the retirement
celebration expense.

Funds can be used for any expense related to the retirement party such
as cake, food, non-alcoholic drinks, decorations, flowers, etc. The
funds shall not be used towards a gift to the retiree.

It should be noted that the Town of Fairfield does not pay sales tax
when purchasing cake, food, etc. and the State sales tax exemption
certificate should be used at time of purchase. A State of Connecticut
sales tax exemption certificate form is attached.

Note: These funds may not be used for occasions such as employee
birthdays, weddings, anniversaries or other celebrations of a personal
nature, which should be paid for by employee contributions.

REQUEST FOR OUT OF STATE TRAVEL

« All out of state travel must be approved in advance by the First
Selectwoman. Prior approval is obtained by submitting a completed
Request for Non-local Travel Form to the First Selectwoman. Forms
can be obtained from the Finance Department.

« All Travel and Meeting Reports submitted to the Finance Department
will be reviewed by the Budget Director and are subject to budget
approval prior to payment.

MONETARY ADVANCES

« Monetary advances for Town travel/meeting may be obtained by
submitting a completed Employee Cash Advance Request Form to the
Finance Department. Forms can be obtained from the Finance
Department.



» A cash advance may not to be used to pay for personal services of
any nature.

* An advance request will not be granted to an employee with an
outstanding cash advance balance.

e An advance check will be available within ten days of receipt in the
Accounts Payable Office.

« If monies are given in advance for Town travel and meeting expenses,
then all receipts plus any left over cash comprising the total advance
allotted should be handed in to the Finance Department along with the
completed Travel and Meeting Report.

e Cash advances must be accounted for within ten working days of the
projected dates as defined in the preceding section, either with
adequate receipts, cash or a check for the balance made payable to the
Town of Fairfield.

» Failure to account for advanced funds in full within sixty days will result
in an employee payroll deduction for the balance due.

Updated: January 4, 2023



TOWN OF FAIRFIELD

REQUEST FORM - OUT OF STATE TRAVEL

Employee Name:

Department:

Reason for Travel:

Dates of Travel:

Estimated Cost:

(Monies must be available in your department’s Travel and
Meeting account.)

Approved By First Selectwoman:

Date of Approval:

This completed and approved form must accompany your Travel and
Meeting Report.

Rev, [-4-23



Department of Revenue Services
State of Connecticut

450 Columbus Blvd Sie 1
Hartford CT 06103-1837

{Rev. 01/05)

CERT-112

Exempt Purchases of Meals or Lodging by Exempt Entities

General Purpose: Excmpt organizations, qualifying governmental agencics,
sonprofil charitable hospitals, nonprofit nursing homes, nouprofit iest homes,
and nonprofit residential care homes must use this certificate to eslablish (hat
their purchases of meals or lodging are exempt from tax. (Any refercnce to
fax in this document includes sales and use taxes and room occupaicy tax, as
applicable.) These organizations, govemmental agencies. hospitals, and homes
are referred to as exempt entities throughout this certificate  CERT-112
allows an exerpt entity to purchase meals or lodging, or beth, tax cxempt for
a single cvent and may not be used for repeat purchases Sec CERT-123,
Blanker Certificate for Exempt Qualifying Purchases of Meals or Lodging by
an Exempt Entity or Qualifving Governmental Agency, for repeat qualifying
exempt purchases of meals ar lodging. Use this certificate only if these three
conditions are met:
1. The rewiler directly invoices and charges the cxempt cntity tor the meals
or lodging; and
2. The exempt entity directly pays the retailer with a check drawn on its awn
account or with a credit card issued in its own name; and
3. The exempt entity is not reimbursed, in whole or in partt, by donation or
otherwise, for its payment of the meals or lodging by those consuming the
meals or lodging.

Statutory Authority: Conn. Gen. Stat. §12-412(1)(A), (8), and (94)

Credit Card Purchases: Tf a credit card is used to pay the retailer of meals
or lodging, the card must be issued in the name of the exempt enfity. The
credit card must be used exclusively 1o make purchases for the use of the
exempt entity (uot for the convenience of its officers, employees, or members).
The credit card charges must be paid by a check drawn on the exempt entity’s
own checking account.

Nonqualifying Purchases: This certificate may not be used (and tax must
be paid) tor the purchase of meals or lodging not mecting all three conditions
above. Nonqualifying purchases include fund raisers where those who attend
are charged or are required to make any payment and seminars or conlerences
where meals or lodging charges are included in the conference or seminar
registration fee, except as described below,

An exerapt entity may purchase meals tax exempl using CERT-113, Pirchases
of Tangible Personal Property and Services v a Nonprofit Chavituble Hospital,
Nonprofit Nursing Home, Nonprofit Rest Home, or Nonprofii Residential Care
Home; CERT-119, Purchases of Tangihle Personal Property and Services by
Qualifying Exempt Organizations; or CERT-134, Exempt Purchases by
Qualifving Governmental Agencies; and does not have to gct prior approval
from the Department of Revenue Services (DRS), when it will resell the meals
at one of five fundraising or social events per year that is exempt from tax
under Conn. Gen Stat. §12-412(94) including meals resold al conferences and
seminars. See Special Notice 98(11), Exemption From Sales and Use Tuxes
of Sales by Nonprofit Organizations at Fundraising or Social FEvents

Government Purchases Not Requiring Preapproval: The federal
government has implemented the “GSA SmartPay” program, which uses four
categories of credit cards: Fleet, Purchase, Travel, and Integrated cards. Federal
employees may purchase meals and lodging tax exempt by using certain GSA
SmartPay cards when the purchases are billed to and paid by the federal
government. U.S. government agencies making tax-exempt purchases of meals
and lodging using GSA SmartPay cards are not required ta got preapproval for
these purchases trom DRS and are not required to provide the retailer with
CERT-112. Sec Policy Statement 2000(1.1), Retailer's Acceptance of U.S.
Government “GSA SmartPay ™ Credit Card for Exempt Purchases.

instructions for the Purchaser: Au officer of an exempt entity must
complete and sign this certificate and submit it to DRS at least three wecks
before an event to request the tax-exempt purchase of meals or lodging at a
specific cvent. The exempt entity should include a copy of the flyer,
announcement, or other promotional literature about the event with
CERT-J12 TIf the purchaser is an exempt organization, it inust either attach a

copy ol its IR C §501(c)3) or (13) determination letier issued by the US

Treasury Department or, if it was issued an exemption permit by DRS, 2nterits
exemption penl number on CERT-112. I the purchaser is a qualifying
governmental agency, no attachment is required. If the purchaser is a nonprofit
charitable hospital, nonprofit nursing home, nonprofit rest home, or nonprofit
residential care home, it must attach a copy of a valid and aclive license issued
by the Departient of Public Health under Chapter 368v of the Connecticut
General Statutes and a copy of its 1.R.C. §501(c)(3) or (4) determination letter
issued by the U S. Treaswry Department or, il it was issued an sxemption
permit by DRS. enter its exemption permit nuber on CERI=112 If DRS
concludes that the applicant is making a qualifying exempt purchase,
CERT-112 with DRS official approval noted will be refurned to the exenipt
entity. The exempt entity then provides CERT-112 o the retailer of meals or
lodging Keep a copy of this certificate, the docurnents attached, and records
that substantiate the information on this certificate for at least six years from

rhe date it is issued.

Events That Qualify for Refund Only: ¥f the exempl entity will be paying
(and will not be reimbursed, in whole or in part) for the meals or lodging of
some of the attendecs, but will be reimbursed in whole or in part for the meals
or lodging of others, a preappproved exemption will not be issued. The exempt
entity must pay rax on all the meals or lodging at the time of the purchase.
However, DRS will refund the tax on those meals or lodging that were paid for
by the exemnpt entity for which it was not reimbursed in whole or in part. The
exempt entity must file, and DRS must approve, CERT-122, Refund of Sales
Tax Paid on Purchases of Meals or Lodging by Exempt Entities. The exempt
entity is not cligible for refund of the tax paid on meals or lodging for which it
received (ull or partia) reimbursement other than for meals sold under five one-
day fundraising or social events per calendar year exemption. See Policy
Statement 2003(4), Purchases of Meals or Lodging by Exempt Entiiies, for
more information,

Example 1: B, an exempt organization, sponsars a dinner to honor one of its
members. The restaurant charges B $50 per meal and B sells tickets for $50
per person. . The honoree and menibers of the immediate family” attend as
guests of the organization. B must pay sales tax on all meals purchased. It
may, however, complete and file CERT-122 to claim a refund of the taxes paid
only on meals consumed by the henoree and members of the immediate family.

Example 2: C, an cxempt organization, sponsors a retirement dinner to honor
one of its employees. The restaurant charges C $60 per meal. C sells tickets
for $50 per person and pays the $10 difference to the restaurant from its own
funds. C must pay sales tax on the full price of ali meals purchased. Because
the organization received partial refmbursement for all of the meals, C is not
eligible for a vefund of any of the tax paid.

Instructions for Retailer of Meals or Lodging: Acceplance of this
certificate, when properly completed and with DRS official approval noted,
relicves the retailer from the burden of proving the sale of meals or lodging was
not subject to tax. This certificate is valid only if taken in good faith from an
exempt entity.

Do not accept this certificate unless you directly invoice and charge the exempt
entity for the meals or lodging. Do not accept the certificate unless you are
directly paid by the exempt entity with a check drawn on the exempt entity’s
own checking account or with a credit card issued in the exempt entity’s name
(not in the name of one of its members, employces, or officers). Cash payments
do not satisfy this condition, 1cgardless of the cost of the meals or lodging

Keep this certificate. the documents attached, and bills or invoices 1o the
exempt entity for at least six years from: the date that the meals or Jodging
were purchased  The bills, inveices, or records covering the purchase made
under this certificate must be marked “Exempr Under CERT-1127 to indjcate
an exempl purchase has occurred. This certificats only applies to the specific
cvent indicated and may not be used for the exempt purchase of any meals or
lodging at any other event
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purchased: ¢Sec insiructions)

The cxerupt entity must provide the following infoanadon aboul the meals or lodging being
Column A Column B | Column C
Number for Which Reimbursement, Full or

|
]
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Rartford CT 06103-1837
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Memorandum of Understanding

Between:

Name/ Title of Cardholder

And:

Twig Holland, Director of Purchasing (Credit Card
Administrator)

Subject: Town of Fairfield Procurement,
(Credit) Card Program

The purpose of this memorandum of understanding is to summarize
the procedures, responsibilities and limitations associated with the
use of the Town’s procurement (credit) card; to acknowledge that
you have received training in the use of the card and understand
your responsibilities as a cardholder, including punitive sanctions
for misuse of your credit card.

The card is being issued to you as a delegation of authority to make

purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I. General Information:

¢ The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the cardholder’s
responsibility to safeguard the credit card and account number at
all times. Misuse of your card will be considered a violation of
trust and may require that the card be withdrawn with
subsequent disciplinary action.

e THE CREDIT CARD MUST NOT BE USED FOR PERSONAL
PURCHASES.



II.

You will be requested to personally sign for your credit card,
indicating your receipt and understanding of all rules applicable
to possessing the card.

The Department Manager will determine the dollar limit that will
be placed on your credit card. Dollar limits will apply to
purchases on a per transaction and monthly basis.

The cardholder must comply with Federal, State and Town
Ordinances, Charter provisions, regulations, policies and
procedures.  Questions concerning procurement regulations
should be directed to the Director of Purchasing.

Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and

you must be able to validate the official need for the purchase. If
you cannot substantiate that the purchase was necessary and for
official use, disciplinary action may occur.

Questions regarding your account or specific credit card
procedures should be directed to the Director of Purchasing.

Card Procedures at Merchant’s Site:

You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

Once you have selected your purchases, present them and your
credit card to the merchant.

The merchant will complete the sales draft, which includes the

following information:

1. Imprint of your card, including card number, expiration date,
and your name.

2. Date and amount of purchase.

3. Brief description of item(s) purchased.

4. Imprint of merchant name and identification.



e At the completion of the sales transaction, the merchant will
request that you sign the sales draft. Before you do, verify that
the dollar amount is correct, including shipping costs, and that
sales tax has not been included.

* You will be provided one copy of the signed sales draft. This
copy should be kept and verified against your monthly Statement

of Account from American Express.

IL.  Telephone Ordering:

¢ The merchant is required to provide you with a sales draft on all
telephone orders.

* When placing a telephone order, you will be asked to provide
your name, card number, expiration date, and delivery address.
You should also tell the merchant that your purchase is tax
exempt.

IV. Procedures After Purchase:

¢ At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction that was charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:

1. Review the credit card statement for accuracy.

2. Obtain a blank copy of a Reconciliation Voucher sheet from the
Accounting Department. (See Attachment A)

3. Record credit card expenditures by appropriate general ledger
account number and amount on the Reconciliation Voucher.

4. The total expenses per the Reconciliation Voucher must agree to
the total expenditures per the credit card statement.

5. Complete the Travel and Meeting expense report, if applicable.
(See explanation in Section V below.)



6. Attach copies of the sales receipts, credit card statement and

V.

Travel and Meeting expense report to the Reconciliation Voucher.
Attach all credit vouchers (if applicable) to the Reconciliation
Voucher as well.

The Department Head must sign the Reconciliation Voucher
package and forward it to the Finance Department within five
working days of receipt of the credit card statement.

If you are not available to complete and sign your credit card
Reconciliation Voucher on a timely basis because of leave or
travel, etc. then an employee within your department should be
appointed to forward all statements, sales receipts, expense
reports and credit vouchers to the Finance Department.

Travel and Meeting Documentation:

All items charged to your credit card for the purpose of Town-
related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report. (See
Attachment B.)

The Travel and Meeting expense report will detail the date,
place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

Attach the completed Travel and Meeting expense report to the
Reconciliation Voucher package.

VI.  Disputed Items:

The cardholder is responsible for reporting /returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute. In
addition, if charges on your statement are incorrect, your
statement is considered to be in dispute.



® A disputed item must be noted on the cardholder’s Statement of
Account and American Express must be notified immediately.
The Town must make full payment of the disputed charge or it
will be considered past due, American Express will credit the
disputed charge on the following month’s statement and will
attempt to resolve the dispute.

VII. Lost or Stolen Credit Cards:

o If your credit card is lost or stolen, notify the Director of
Purchasing immediately. The appropriate Police Department
should be notified depending on the situation (i.e., burglary, etc.),

¢ Provide the following information to the Director of Purchasing:
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.

® A new card and account number will be issued by American
Express. You will not be responsible for paying any fraudulent
charges on your account.

VIII. Changes to Cardholder Information:

* Changes to a cardholder’s name should be reported to the
Director of Purchasing. A new credit card will be issued.

* If you terminate your service with the Town of Fairfield, you
must return your credit card to the Director of Purchasing prior to
leaving,

* If you change positions and move to another department, you
must notify the Director of Purchasing prior to the change.



Memorandum of Agreement

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

Cardholder Name (Please Print):

Cardholder Signature:

Credit Card Number:

Department:

Date:

2020

Director of Purchasing Signature:

Date:

Written By:

Connie M. Nolfi, Senior Internal Auditor
March 14, 2000



The following is a summarization and addendum of the “Memorandum of
Understanding” signed by you upon receipt of your municipal American
Express Credit Card. Please review the following document and
familiarize yourself with your responsibilities as a cardholder, including
the punitive sanctions for misuse of your credit card. Please refer to your
copy of the “Memorandum of Understanding” for further detail. If you do
not have a copy available and would like one, please contact the Town
Internal Auditor.

Summarization:

e The credit card must not be used for personal purposes or for items
purchased for others that are personal in nature. This includes
alcoholic beverages, cash advances, gift certificates, fruit baskets,
birthday cakes, retirement gifts, donations, pharmaceuticals, etc.

¢ Capital items must not be purchased on the credit card. This includes
computers, machinery, equipment and other items with individual
costs greater than $1,000.

e The nature of all purchases made on the credit card must be
substantiated at all times and you must be able to validate the official
need for the purchase. If you cannot substantiate that the purchase was
necessary and for official use, disciplinary action may occur.

e All credit card purchases must be supported by proper supporting
documentation. Documentation must be maintained to record the
transaction at its source. Documentation must support the legitimate
business purpose of all transactions made with the credit card.
Supporting documentation includes the following items:

e Copy of an order form or application when available

e Packing slip (for goods received) or service report for any service
performed by a supplier

e Cash receipt, sales slip or vendor invoice

e All supporting documentation must be attached to a completed
Reconciliation Voucher sheet along with the monthly credit card



statement. = The combination of these documents constitutes a
completed Reconciliation Voucher package.

e The Department Head must sign the Reconciliation Voucher package
and forward it to the Finance Department within five working days of
receipt of the credit card statement.

e All items charged to your credit card for the purpose of Town-related
travel and meetings (including luncheons, dinners, seminars, etc.) must
be justified by proper sales receipts and be fully documented on a
Travel and Meeting expense report.

e The Travel and Meeting expense report will detail the date, place(s)
visited, participants at the meeting, purpose of the meeting and the total
amount charged to the credit card. This form can be obtained from the
Town Finance Department.

e The completed Travel and Meeting expense report must also be
attached to the Reconciliation Voucher package submitted to the
Finance Department.

Addendum:

e Consequences of misuse of the credit card will include any one or
combination of the following remedial actions:

e Verbal notification of infraction;

e Written notification of infraction with copies sent to the Chief
Elected Official;

¢ Card suspension with permanent loss of privileges;

e Disciplinary action up to and including personal liability and
repayment.

e The cost of individual business meals purchased on the credit card are
limited to a maximum of $64 per day plus applicable tax and gratuity
as set by the United States Government, General Services
Administration per diem rates for Connecticut Fiscal Year 2006. The
Town will not pay for alcoholic beverages. Gratuities/tips should not
exceed a maximum of 20% of the total restaurant bill.
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The following is a summarization and addendum of the “Memorandum of
Understanding” signed by you upon receipt of your municipal American
Express Credit Card. Please review the following document and
familiarize yourself with your responsibilities as a cardholder, including
the punitive sanctions for misuse of your credit card. Please refer to your
copy of the “Memorandum of Understanding” for further detail. If you do
not have a copy available and would like one, please contact the Town
Internal Auditor.

Summarization:

e The credit card must not be used for personal purposes or for items
purchased for others that are personal in nature. This includes
alcoholic beverages, cash advances, gift certificates, fruit baskets,
birthday cakes, retirement gifts, donations, pharmaceuticals, etc.

¢ Capital items must not be purchased on the credit card. This includes
computers, machinery, equipment and other items with individual
costs greater than $1,000.

e The nature of all purchases made on the credit card must be
substantiated at all times and you must be able to validate the official
need for the purchase. If you cannot substantiate that the purchase was
necessary and for official use, disciplinary action may occur.

e All credit card purchases must be supported by proper supporting
documentation. Documentation must be maintained to record the
transaction at its source. Documentation must support the legitimate
business purpose of all transactions made with the credit card.
Supporting documentation includes the following items:

e Copy of an order form or application when available

e Packing slip (for goods received) or service report for any service
performed by a supplier

e Cash receipt, sales slip or vendor invoice

e All supporting documentation must be attached to a completed
Reconciliation Voucher sheet along with the monthly credit card



statement. = The combination of these documents constitutes a
completed Reconciliation Voucher package.

e The Department Head must sign the Reconciliation Voucher package
and forward it to the Finance Department within five working days of
receipt of the credit card statement.

e All items charged to your credit card for the purpose of Town-related
travel and meetings (including luncheons, dinners, seminars, etc.) must
be justified by proper sales receipts and be fully documented on a
Travel and Meeting expense report.

e The Travel and Meeting expense report will detail the date, place(s)
visited, participants at the meeting, purpose of the meeting and the total
amount charged to the credit card. This form can be obtained from the
Town Finance Department.

e The completed Travel and Meeting expense report must also be
attached to the Reconciliation Voucher package submitted to the
Finance Department.

Addendum:

e Consequences of misuse of the credit card will include any one or
combination of the following remedial actions:

e Verbal notification of infraction;

e Written notification of infraction with copies sent to the Chief
Elected Official;

¢ Card suspension with permanent loss of privileges;

e Disciplinary action up to and including personal liability and
repayment.

e The cost of individual business meals purchased on the credit card are
limited to a maximum of $64 per day plus applicable tax and gratuity
as set by the United States Government, General Services
Administration per diem rates for Connecticut Fiscal Year 2006. The
Town will not pay for alcoholic beverages. Gratuities/tips should not
exceed a maximum of 20% of the total restaurant bill.
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Town of Fairfield
Internal Audit

Fairfield, Connecticut (6824
(203) 256-3065

To: All Department Heads

From: Connie Nolfi, Town Auditor
Subject:  Travel and Meeting Expenses
Date: July 25, 2006

PLEASE POST FOR EMPLOYEE REVIEW

The following is a reminder regarding reimbursement for Town Travel and
Meeting expenses.

Travel and Meeting Expenses include: Amounts paid to employees as an
allowance for the use of privately owned vehicles on Town business. Local
and non-local traveling including boarding, lodging, meals, taxi, bus, etc.
are included along with payments for expenses incurred in connection
with the attendance of meetings, conventions, related materials, etc., as
properly authorized and approved by the Department Head.

* All departmental expenditures which encompass travel or meeting
expenses must be handled on a Travel and Meeting Report. These can
be obtained from the Accounting Department. The Travel and Meeting
Report must contain the following information:

Payee name

Department

Dates of travel and/or meetings
Explanation of the expense
Amount of each expense

Total amount due

Signature of Department Head



e All Travel and Meeting Reports submitted to the Accounting
Department for reimbursement must be accompanied by proper
supporting documentation.

Examples are as follows:

Meals - Must be substantiated by proper restaurant cash register receipt
and/or credit card receipt. Alcoholic beverages purchased as a result of
Town Travel and Meeting will not be reimbursed.

e The cost of individual business meals are limited to a maximum of $50
per day plus applicable tax and gratuity (unless designated otherwise
per union contract). Gratuities/tips should not exceed a maximum of
18% of the total restaurant bill before tax.

A breakdown of meals and incidental expenses is as follows:

' Total Meals: _ $50 i
| Breakfast $10

Lunch ($15

Dinner | $25

Lodging - Must be substantiated by proper receipt and credit card
receipt. In-room movie rentals will not be reimbursed. Personal long-
distance telephone calls made in excess will not be reimbursed.

Bus, Taxi, Airfare, Parking Fees, and Highway Tolls - Must be
substantiated by proper receipts and credit card receipt if applicable.

Mileage for Privately Owned Vehicles - Reimbursed at number of miles
traveled times rate currently established by the Town of Fairfield. The
date of travel, places visited, and mileage of cach trip must also be
included for each trip taken. The current reimbursement rate for fiscal
year 2006-2007 is 40.5 cents per mile (unless designated otherwise per
union contract).




Conventions and Seminars - Must be substantiated by a proper receipt
and/or credit card receipt or canceled check.

Entertainment such as shows, movies, plays, etc. attended during Town
travel and meeting will not be reimbursed.

ATM fees incurred will not be reimbursed.

If a monetary advance is given for Town travel and meeting expenses,
then all receipts plus any left over cash comprising the total advance
allotted should be handed in to the Accounting Department along with
the Travel and Meeting Report.

All out of state travel must be approved in advance by the First
Selectman. Prior approval is obtained by submitting a completed
Request for Non-local Travel Form to the First Selectman. These can be
obtained from the Accounting Department.

All Travel and Meeting Reports submitted to the Accounting
Department will be reviewed by the Budget Director and are subject to
approval prior to payment.
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Town of Fairfield

Fairfield, Connecticut 06824

INTERNAL AUDIT
To: All Departments - PLEASE POST FOR EMPLOYEE REVIEW
From: Connie Nolfi, Town Auditor
Subject:  Town Travel and Meeting Policies and Procedures

Date: June 27, 2006

Attached please find the updated Policies and Procedures for Town Travel and
Meeting. Please review the document and become familiar with the proper
procedures required when submitting travel and meeting vouchers to the

Accounting Department for reimbursement.

If you have any questions, please feel free to call the Connie Nolfi, Internal

Auditor at x3065.



TOWN OF FAIRFIELD

TOWN TRAVEL AND MEETING POLICIES
AND PROCEDURES

Internal Audit Division
April 27, 2006



PURPOSE

Town-wide travel and meeting policies and procedures have been designed to:

Ensure that employee Travel and Meeting Reports submitted to the Accounting
Department are properly completed and include proper supporting
documentation.

Increase internal accounting controls over employee requests for
reimbursement. This ensures that all reimbursements are made for valid and

approved business-related expenses.

Establish continuity among all employee Travel and Meeting Reports submitted
for reimbursement.

TRAVEL AND MEETING REPORTS

All employee requests for reimbursement for travel or meeting expenses must
be handled on a Travel and Meeting Report. These can be obtained from the
Accounting Department. The Travel and Meeting Report must contain the
following information:

Employee Name

Department

Date(s) of Travel/Meetings

Place visited

Amount of each expense

Explanation of expense

Total amount due

Signature of department head designating approval and authorization

All Travel and Meeting Reports submitted to the Accounting Department for
reimbursement must be accompanied by proper supporting documentation.

All Travel and Meeting Reports submitted to the Accounting Department will
be reviewed by the Budget Director and are subject to approval prior to
payment.

A Travel and Meeting Report is included in Appendix "A".



MILEAGE ON PRIVATELY OWNED VEHICLES

Mileage incurred on privately owned vehicles will be reimbursed only if it is
directly related to Town business. The mileage allowance is calculated as the
total number of business related miles multiplied by the current rate allowed by
the Internal Revenune Service. As of July 1, 2005, the current reimbursement
rate 1s 4().5 cents per mile.

All requests for reimbursement for mileage must be submitted to the
Accounting Department on a Travel and Meeting Report.

Note: The 1.R.S. reimbursement amount of 40.5 cents per mile includes the
cost of gasoline, motor oil consumption and depreciation on your vehicle.
Therefore, requests for reimbursement for motor oil, air filters, oil filters, etc.
are not to be submitted to the Accounting Department since they will not be
processed for payment.

LOCAL TRAVEL AND MEETING EXPENSES

Local travel and meeting expenses incurred such as lodging, meals, taxi,
parking fees, airfare, seminar fees, etc. will be reimbursed if they are a direct
result of Town-related meetings, conventions and seminars.

The term "local" designates all Town business travel/mectings occurring within
the state of Connecticut.

All reimbursement requests for local travel must be submitted to the

Accounting Department on a Travel and Meeting Report along with proper
supporting documentation.

NON-LOCAL TRAVEL AND MEETING EXPENSES

Non-Local travel and meeting expenses incurred such as lodging, meals, taxi,
parking fees, airfare, seminar fees, etc. will be reimbursed if they are a direct
result of the attendance of Town-related meetings, conventions and seminars.

The term "non-local" designates all business travel/meetings occurring outside
the state of Connecticut.



« All out of state travel must be approved in advance by the First Selectman.
Prior approval is obtained by submitting a completed Request For Non-local
Travel Form to the First Selectman. The Form describes the dates of travel,
reason for travel and estimated costs. Once approved, the Form should be
attached to your Travel and Meeting Report along with supporting
documentation as explained below.

e All reimbursement requests for non-local travel must be submitted to the
Accounting Department on a Travel and Meeting Report along with proper

supporting documentation.

« A Request for Non-Local Travel Form is included in Appendix "B".

MEALS AND INCIDENTAL EXPENSES

* The cost of individual business meals are limited to a maximum of $64 per day
plus applicable tax and gratuity as set by the United States Government,
General Services Administration per diem rates for Connecticut Fiscal Year
2006. The Town will not pay for alcoholic beverages. Gratuities/tips should
not exceed a maximum of 18% of the total restaurant bill before tax.

e Alcoholic beverages purchased as a result of Town Travel and Meeting will not
be reimbursed.

A breakdown of meals and incidental expenses is as follows:

! Total Meals & Incidental Expenses $64

| Breakfast - $12

' Lunch $18

| Dinner %31 )
| Incidentals $3

* Business meals are limited to consumption by that individual employee only.
Employees are not to charge meals for persons not directly employed by the
Town of Fairfield, including interns, volunteers, committee members, vendors,
and outside business associates. Special situations that vary from the
guidelines should be documented by a brief explanation along with the
restaurant/business receipt.



Meal expenses incurred will be reimbursed only if they are a direct result of the
attendance of Town-related meetings, conventions and seminars.

ATM fees incurred will not be reimbursed.

SUPPORTING DOCUMENTATION

Travel and Meeting Reports which are not substantiated by proper supporting
documentation will not be processed for payment by the Accounting
Department.

Supporting documentation for the following travel and meeting expenses are:

Meals - Must be substantiated by proper restaurant cash register receipt. Alcoholic

beverages purchased as a result of Town travel and meeting will not be
reimbursed.

Lodging - Must be substantiated by proper lodging house receipt and credit card

receipt. In-room movie rentals will not be reimbursed. Personal long distance
phone calls made in excess will not be reimbursed.

Bus, Taxi, Airfare, Parking Fees, Highway Tolls. etc. - Must be substantiated by

proper receipts.

Conventions and Seminars - Must be substantiated by a proper receipt and and/or

credit card receipt or canceled check.

Personal entertainment such as shows, movies, plays, etc. attended during
Town travel and meeting will not be reimbursed.

MONETARY ADVANCES

Monetary advances for Town travel/meeting may be obtained by submitting a
completed Internal Voucher to the Accounting Department.

Internal Vouchers must contain:
Payee Name

Date

Account Number



Amount of advance requifed
Description/explanation for advance monies
Signature of department head designating approval and authorization

» If monies are given in advance for Town travel and meeting expenses, then all
receipts plus any left over cash comprising the total advance allotted should be

handed in to the Accounting Department along with the completed Travel and
Meeting Report.

* An Internal Voucher is included in Appendix "C".



TOWN OF FAIRFIELD

REQUEST FOR NON-LOCAL TRAVEL FORM

Employee Name:

Department:

Reason For Travel:

Dates of Travel:

Estimated Cost:

(Monies must be available in your department's Travel and

Meeting account.)

Approved By First Selectman:

Date of Approval:

This completed and approved form must accompanyv vour Travel and Meeting
Report when submitted to Accounting for reimbursement.
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From: Holland, Twig

Sent: Tuesday, October 26, 2010 2:41 pM
To: Flatto, Ken

Subject: Food at meetings

Ken,

Before the issue comes up again, can you clarify / confirm the policy on providing
food for building committee and/or other night meetings? You and I discussed this
after I ordered sandwiches (at the committee’s request) for a six-hour meeting to
select an architect at 3 Fairfield Woods building committee neeting, and you
determined food was not to be supplied at the Town’s cost for meetings - eéspecially
since many meetings are lengthy. Since then, the building committee chair and/or me
and/or committee members have contributed out-~of-pocket for any food supplied during
the meeting to ensure there is no cost to the town.

Is my understanding correct? If so, does it apply to all departments? How about the
Board of Ed / central administration?

Thanks for clarifying - twig

Twig Helland, c.p.M.
Director of Purchasing
Town of Fairfield
203-256-3060

From: Flatto, Ken
Sent: Tuesday, October 26, 2010 3:43 pM

To: Department Heads

Cc: Holland, Twig; Hiller, Paul; Bosse, Caitlin; Lang, Linda; Title, David
Subject: RE: Food at Meetings

volunteers to work well beyond the norm, it is ok for a manager to have the
discretion to offer some small limited amount of food and get reimbursed, but we

Jjustified Situations. If anyone feels there is a specific unusual situation, such as
the one Twig asked about, it is certainly ok as an exception to provide limited
sandwiches and juice/soda @S a per diem such as one would have if they were required
out of town on required business for example,

Linda, if somehow you are getting invoices for food from any department, please let

Thanks,
Ken



Town of Fairfield
Procurement (Credit) Card Program

& o

CARDHOLDER MEMORANDUM OF AGREEMENT

[ have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. [ acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL, BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR ~

Updated: 4/4/20



includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, birthday cakes, retirement gifts, donations,
pharmaceuticals, etc.

* You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

* Purchases must not be split to avoid Town bidding requirements.
o Capital items must not be purchased on the credit card. This

includes computers, machinery, equipment and other items with
individual costs greater than $1,000.

Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and
you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

e Verbal notification of infraction;

e Written notification of infraction with copies sent to the
Chief Elected Official;

e Card suspension with permanent loss of privileges;

e Disciplinary action up to and including personal liability
and repayment.

e Questions concerning procurement regulations should be
directed to the Director of Purchasing.

II. Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have



department required purchases initiated by the person most
knowledgeable about the expenditure.

HI. Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet:

®* You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

¢ Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert 134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

» Obtain a sales receipt for all purchases.

e Obtain and retain your sales receipts for verification and
reconciliation to your monthly Statement of Account from
American Express.

e Whenever possible use the free shipping option if it is available
to you.

e Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.

IV. Procedures After Purchase:

e At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:



V.

. Compare your receipts to the monthly Statement of Account

from American Express for accuracy.

. Obtain a blank copy of a Reconciliation Voucher sheet from

the Finance Department. (Attached)

. Record credit card expenditures by appropriate general ledger

account number and amount on the Reconciliation Voucher.

. Attach copies of the sales receipts and monthly Statement of

Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

. The total expenses recorded per the Reconciliation Voucher

must agree to the total expenditures per the monthly
Statement of Account from American Express.

. A minimum of the following two signatures are required on

the Reconciliation Voucher:

You - The Cardholder

Immediate Supervisor (if applicable)

Department Head
The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.

. Forward the Reconciliation Voucher and receipts to the

Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

Travel and Meeting Documentation:

e All items charged to your credit card for the purpose of Town-

related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.

e The Travel and Meeting expense report will detail the date,

place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

e It is imperative that all Travel and Meeting charges be for Town

business related purposes only.




Town of Fairfield
Credit Card Policy

Memorandum of Understanding

Between:

Employee Name (Cardholder)

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I.  General Policies:

* The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

THE CREDIT CARD IS NOT BE USED FOR PERSONAL
PURCHASES:

* The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This



Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates.

Business Meals During Meetings: The meeting should be have a
clear, reasonable, specific business purpose and agenda.

Be a direct expense that is necessary in order to conduct Town
business.

All meals purchased shall be reported on the Travel and Meeting
expense report and shall detail the date, name of food
establishment, business purpose for the meal and the total
amount charged to the credit card.

VII. Disputed Items:

The cardholder is responsible for reporting/returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

[f charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must
be noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will
credit the disputed charge on the following month’s statement.

VIII. Lost or Stolen Credit Cards:

e If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).



* Provide the following information to the Director of Purchasing:
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.

© American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

IX.  Changes to Cardholder Information:

* Changes to a cardholder's name should be reported to the
Director of Purchasing. A new credit card will be issued.

e If you terminate your service with the Town of Fairfield, you
must return your credit card to the Director of Purchasing prior
to leaving.

e If you move to job position in another department, you must
notify the Director of Purchasing prior to the change.



Town of Fairfield
Internal Audit Report
Fiscal Year 2020
January 1 through May 31, 2020

Submitted by: Connie M. Saxl, Internal Auditor 6/1/2020

Internal Audits

Credit Card Expenditure Audit

Credit Card Survey — All Town Departments
Food License Revenue Audit

Fat, Oil, Grease Permit Revenue Audit
Solar Panel Savings Audit

Development of Town-Wide Policies
Policy & Procedures for the Procurement of Professional Services (Draft)

Financial/Accounting/Other

General Fund Monthly Bank reconciliations

Recreation Department Monthly Bank Reconciliations

Tracking of Town Fleet by employee use, annual mileage driven per vehicle and condition of vehicle

Municipal Survey — Pension Board and related pension investment information for comparable Aaa municipalities
Monitor Lease Payments & Monthly Invoicing to Past Due Lessees

Tracking of Legal services expense by Attorney and Category

Municipal Survey ~Town and Board of Education FY20 budgets for comparable Aaa Municipalities

Non-Recurring Capital - Preparation of department requests with 14 points, supporting schedules and bond resolutions
Set-up procedures for tracking and depositing online mooring revenue payments (Southport Harbor)

Verify accuracy of software calculation of Building permit fees charged based on cost per building project

Track departmental expenses related to COVID-19

Begin application process for disaster relief with FEMA for Town and Board of Education expenditures related to COVID-19
Track actual expenditures by department and gather associated backup documentation for quarter ended March 31 for
FEMA reimbursement

Prepare income statement for Fairfield Theatre Company

Update monthly cash flow statements for Town Employees and Fire and Police Pension Plans

Track costs for fill pile remediation by vendor

Assist with grant application for FairTV

Pension Investments - Process Monthly invoices

Prepare daily bank deposits and associated deposit transmittals for revenue received by the Finance Department
Assist external auditor with independent DPW audit

Update Town organizational chart

FOI Requests - Fulfillment



Town of Fairfield
Fairfield, Connecticut 06824

INTERNAL AUDIT
(203) 256-2919 Office
(203) 256-3080 Fax
To: Gerald Foley, Director of Purchasing
From: Connie M. Saxl, Internal Auditor
Subject:  Audit: Employee Credit Card Expenditures
Date: February 5, 2020
Ce: Caitlin T. Bosse, Interim Chief Fiscal Officer
oo oo ofa o b oo o

The Internal Audit Department has completed an examination of employee
credit card expenditures for the eight-month period covering March 2019
through October 2019.

The scope of the audit comprised examinations of:

¢ Monthly American Express credit card statements
e Employee Reconciliation Voucher Packages including receipts
supporting credit card purchases

The purpose of the audit was to study and evaluate internal controls
surrounding employee credit card purchases and to determine that:

e Purchases are bona fide and for authorized purposes

e Goods ordered by employees are reasonable

e Cardholder purchases are substantiated by appropriate
supporting documentation (i.e., customer receipts, sales slips, etc.)

o Purchases are reviewed and approved by an independent
authority



e Weaknesses among the internal accounting control structure are
identified and disclosed and to provide recommendations on areas
of improvement relating to efficiency and effectiveness.

dhhdhhddbd

STATEMENT OF AUDITING STANDARDS

The audit was conducted in accordance with generally accepted
government auditing standards. Those standards require that the audit be
planned and performed in order to afford a reasonable basis for judgments
and conclusions regarding the organization, program, activity, or function
under audit. An audit also includes assessments of applicable internal
controls and compliance with requirements of laws and regulations when
necessary to satisfy audit objectives.

dhhbhhdd

INTERNAL CONTROL DEFINED

Internal control encompasses all the steps and actions developed by
management to ensure efficient and effective organizational operations. It
consists of all methods used within an organization to safeguard assets,
promote the accuracy and reliability of its accounting data and records,
promote operational efficiency and encourage compliance with all policies
and procedures prescribed by management.

oo ofo ofo ol ho o o

BACKGROUND

109 Town and Board of Education employees possessed municipal credit
cards as of October 31, 2019 comprising 19% of total Town employees and
to 2% of total Board of Education employees.

] ggrghol_def_s Employees %
Town 86 458 19%
Board of Education | 23 | 1,463 2%
Total _ 109 1921 |




The average monthly credit card billing for purchases made by these
cardholders during fiscal year 2019 was $64,163.

(July2018 | $ 107,692.62
August 2018 $ 95122.95 |
September 2018 $ 7490711 |

October 2018 $ 60,779.64

| November 2018 $ 51,125.64 |

‘December2018 |  $ 57,571.18

January 2019 $  44,568.93

| February 2019 $  57,569.93
March 2019 ~$ 59,977.73
April2019 |  § 57,691.48

| May 2019 $ 4870411

| June 2019 ~$ 54,240.60

Total Purchases $ 769,951.92

Note: Finance only receives backup for Town cardholders only. The audit
encompassed review of expenditures for Town cardholders only and not
Board of Education usage.

Audit findings and recommendations are as follows:

FINDING #1

An independent person (other than the supervisor of the cardholder)
does not review employee credit card expenditures.

RECOMMENDATION #1

Management should assign an employee (non-cardholder) to review all
cardholder Reconciliation Voucher packages. The reviewer should ensure
that all cardholder purchases are substantiated by proper supporting
documentation and that the expenditures are reasonable and comply with
Federal, State and Town Ordinances, Charter provisions, regulations,
policies and procedures.



The assigned credit card reviewer should have the responsibility of
notifying employees when they do not comply with the requirements
outlined above.

FINDING # 2

Cardholders and the supervisors who approve the purchases are not
provided with training on proper credit card usage or the parameters
surrounding credit card purchases.

RECOMMENDATION # 2

It is recommended that annual training be provided to all cardholders and
their supervisors. Policies, procedures and the parameters surrounding
credit card purchases should be outlined to cardholders including:

e Detail of acceptable and non-acceptable purchases.

e Listing of approved vendors for departmental purchases.

¢ Requirements surrounding the preparation and submittal of
the Reconciliation Voucher package to Finance.

FINDING # 3

Cardholders are not submitting their Reconciliation Voucher
packages to Finance on a timely basis.

RECOMMENDATION # 3

Cardholders should be reminded to submit their Reconciliation Voucher
package to the Finance Department on a timely basis for processing.
Currently, the Finance clerk calls individual cardholders who fail to abide
by this policy requirement each month to remind them to hand in their
documents on time. This results in an inefficient use of employee time and
delays the processing of the expense in the general ledger.



FINDING # 4

Cardholders are not always submitting all receipts with their
Reconciliation Voucher packages to Finance.

RECOMMENDATION # 4

Cardholders should be reminded to attach all supporting documentation
corroborating their credit card purchases to the Reconciliation Voucher
package. Backup documentation supports that the cardholder indeed made
the purchase and often times provides detailed information about the
purchase such as the description of the item(s) purchased and the number
of unit(s) purchased.

It is recommended that a “Missing Receipt Form” be utilized in those cases
where cardholders lose their receipts. This form will document the
description of what was purchased as well as the review and authorization
signature from the supervisor. This will provide proper substantiation for
all cardholder purchases where receipts are not present. Internal audit has
prepared a “Missing Receipt Form” for cardholder use. (See attached.)

FINDING #5

Cardholders are not always using Town preapproved vendors for
purchases.

RECOMMENDATION # 5

The Purchasing Department should encourage cardholders to utilize Town
preapproved vendors in order to obtain special discounted pricing.
Furthermore, the Purchasing Department should compile and distribute a
list of pre-approved vendors to Town departments on a regular basis for
employee use. The list should also be maintained for employee use on the
Town shared drive.

FINDING # 6

Cardholders are purchasing gasoline at local service stations for
Town vehicles.




RECOMMENDATION # 6

Cardholders should be encouraged to fill Town vehicles at the Town
supplied gas pumps instead of utilizing local gas stations. The Town
maintains two gas pumps specifically for Town vehicle use and the Town
obtains special pricing for gasoline at $2.00 per gallon.

Employees who use their personal vehicles for Town business shall not
charge gasoline on the Town credit card. Instead, these employees are
reimbursed at a flat rate per mile in accordance with IRS guidelines on a
Travel and Meeting report submitted to Finance.

FINDING #7

The Reconciliation Voucher Sheet does not include brief
descriptions of what the cardholder purchased.

RECOMMENDATION # 7

The Reconciliation Voucher sheet should be updated to include brief
descriptions of types of purchases made since many receipts do not provide
detail of the item(s) purchased. This will allow the credit card reviewer and
other parties to determine what the cardholder is actually purchasing and
will provide greater accountability of purchases made by cardholders.
Internal audit has prepared a revised American Express Reconciliation
Voucher sheet for cardholder use. (See attached.)

Cardholders are payving state sales tax on purchases.

RECOMMENDATION # 8

Cardholders should be informed that all Town purchases are exempt from
state sales tax. Cardholders need to notify the merchant that their purchase
is made for a tax-exempt municipality. The Town tax identification number
is provided below. (See attached for forms.)

Town Federal Tax ID number: 06-6001998
Cert-134 - Exempt Purchase by Qualifying Governmental Agencies



Cert-112 - Exempt Purchases of Meals or Lodging by Exempt Entities

FINDING # 9

Cardholders are purchasing meals but are not submitting a Travel
and Meeting form to substantiate the business purpose of the
meal.

RECOMMENDATION # 9

Cardholders must complete a Travel and Meeting form to document the
reason for the business meal and attach it to the Reconciliation Voucher.
This will provide documentation to substantiate that the meeting was for
Town business purposes.

Furthermore, acceptable business-related meals should be clearly explained
to cardholders outlining acceptable and appropriate types of expenditures.

FINDING # 10

Cardholders are not attaching a copy of the Request for Non-Local
Travel form to substantiate that out-of-state travel was
preapproved by the First Seleciwoman per Town policy.

RECOMMENDATION # 10

The “Request for Non-Local Travel” form must be attached to the monthly
Reconciliation Voucher package to support that the First Selectwoman
preapproved the travel. A copy of the form should be attached to the
reconciliation voucher to support that the charges were preapproved. (See
attached.)

FINDING # 11

Cardholders are making information technology purchases without
obtaining pre-approval by the Information Technology Department per
Town policy.




RECOMMENDATION # 11

Cardholders must be provided with the Town policy governing all
purchases pertaining to information technology. Cardholders must be
instructed to abide by this Town policy prior to making any purchase on the
Town credit card pertaining to information technology. (See attached.)

FINDING # 12

Cardholders are making purchases through Amazon and are paying
" shipping fees.

RECOMMENDATION # 12

Cardholders should be encouraged to use the free shipping option
whenever making purchases through Amazon.

FINDING # 13

The list of credit cardholders has not been reviewed by management
(other than the purchasing authority) to determine whether the number
of cards issued is excessive or if the cards are necessary.

RECOMMENDATION # 13

Town management in conjunction with Department Heads should review
the list of cardholders and determine if the current number of credit cards
issued to employees can possibly be reduced. Credit cards should only be
issued to employees based upon department need and to facilitate
purchases in order to efficiently run daily departmental operations. This
procedure should be performed on an annual basis.

FINDING # 14

Consequences for violating Town credit card policy is not enforced.




RECOMMENDATION # 14

Town management should enforce consequences to cardholders who
violate the Town credit card policy. However, management must first
assign a person to review the monthly credit card reconciliation voucher
packages. This person shall be responsible for reporting violations of the
credit card policy to management. It is recommended that violators of the
credit card policy be given a written warning for their first violation. A
second violation within a six-month period should result in suspension of
the Town credit card.
ok oo b b b fo ol

Internal Audit has written and included the following documents for
Town use (Attached):

e Employee Request for a Town Credit Card
e Procurement (Credit) Card Program - Memorandum of

Understanding

o o oo oo o oo o

CLOSING REMARKS

The audit recommendations included within this report are made in an
effort to establish new and strengthen existing internal controls over all
municipal credit card purchases. 1 will be glad to assist with the
implementation of any of the recommendations made within this report.
Thank you.

oF st ofo oo oo oo o

AUDITEE RESPONSE

Audit Recommendation #1: Purchasing will work with Finance to establish
an appropriate independent person to review credit card expenditures.
Audit Recommendation #2: Purchasing will work with Finance to
periodically train employees in the proper use of Town credit cards
including the parameters surrounding their use.




Audit Recommendation #3: Purchasing will notify employees to submit
their monthly Reconciliation Voucher Packages to Finance on timely basis
or they will be subject to penalties.

Audit Recommendation #4: Purchasing will notify employees to submit all
receipts for credit card purchases with their monthly Reconciliation
Voucher Packages or they will be subject to penalties.

Audit Recommendation #5: Purchasing will compile and distribute a list of
preapproved vendors for employees to use for department purchases.
Audit Recommendation #6: Purchasing will instruct employees to either
use the Town provided gas pumps or submit mileage reimbursement
whenever their personal vehicles are used.

Audit Recommendation #7: Purchasing will let employees that the
reconciliation voucher form has been updated; and Purchasing will instruct
employees to submit a brief description of the item purchased utilizing the
new reconciliation voucher form.

Audit Recommendation #8: Purchasing will instruct employees that the
Town is exempt from sales tax and we will assist cardholders in completing
the proper forms when necessary in order to avoid the payment of sales tax.
Audit Recommendation #9: Purchasing will instruct employees to use the
Travel and Meeting form to substantiate the business purpose of the
meeting.

Audit Recommendation #10: Purchasing will instruct employees to use the
Request for Non-Local travel form and attach it to the monthly
Reconciliation Voucher package.

Audit Recommendation #11: Purchasing will provide the Town policy
governing information technology purchases to credit cardholders and
instruct them to abide by Town policy.

Audit Recommendation #12: Purchasing will instruct employees to use the
free shipping option when making purchases with Amazon.

Audit Recommendation #13: Purchasing has already worked with Internal
Audit and has reviewed the number of outstanding credit cards. Twelve
credit cards have been eliminated as a result. This process will be performed
on an annual basis.

Audit Recommendation #14: Purchasing will work with Finance to
establish a policy and procedure for applying penalties to credit cardholders
who do not abide by the Credit Card Policies and Procedures.

10



TOWN OF FAIRFIELD - OFFICE OF INTERNAL AUDIT
CONNIE M. SAXL, INTERNAL AUDITOR
1/25/2021

STATUS OF AUDIT RECOMMENDATIONS - FISCAL YEAR 2020

AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

Library - Audit of Revolving and Restricted Fund Revenue and Expenditures (11/19)
Audit Recommendation #1: Bank deposits must be performed on a daily basis for all cash
collections exceeding the sum of $250 per Town policy.

Audit Recommendation #2: Prepare a detailed spreadsheet of revolving fund expenditures on
a monthly basis for outside party review.

MGMT. RESPONSE
AGREED & COMPLIED

AGREED & COMPLIED

STATUS OF AUDIT RECOMMENDATION:

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS

DEPT. COMPLIED - APRIL 2020

DEPT. COMPLIED - APRIL 2020

Library - Audit of Library Endowment Funds (11/19)

Audit Recommendation #1:

1. Library Board of Trustees should create an investment policy.

2. Copies of monthly investment statements should be submitted to Finance.

3. A custodian should be employed for the administration and management of the
investments.

4. The investment advisor should provide a professional report to the Board on a regular
basis.

5. A minimum of two different signatories should be required for any trade or disbursement
from the funds. .

6. Detail of trades and disbursements from the funds should be provided to the Board on a
monthly basis. .

7. The Endowment Funds and Savings Account should be reported as a Special Revenue Fund
on the Town financial statements.

8. Thé Endowment Funds and Savings Account should be recorded on the Town general
ledger accounting system. "

Audit Recommendation #2: An overpayment made by the Board toward a repayment of a
general obligation bond in 2019 should be applied toward fiscal year 2020.

MGMT. RESPONSE

AGREED & COMPLIED
AGREED & COMPLIED
AGREED & COMPLIED
AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS

DEPT. COMPLIED - APRIL 2020
DEPT.®@OMPLIED - APRIL 2020
DEPT. COMPLIED - DECEMBER 2020
DEPT. COMPLIED - DECEMBER 2020
DEPT. COMPLIED - APRIL 2020
DEPT. COMPLIED - APRIL 2020

DEPT. COMPLIED - APRIL 2020

DEPT. COMPLIED - APRIL 2020

DEPT. COMPLIED - APRIL 2020
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

STATUS OF AUDIT RECOMMENDATION:

Tax Collector - Audit of Revenue Collections (12/19}

Audit Recommendation #1: The tax office should submit documentation to the Finance
Department (Accounts Payable) designating that the “Request for Refund of Property Taxes”
forms were approved by the Board of Selectmen prior to payment.

Audit Recommendation #2: The Department Head should physically sign each “Deposit
Transmittal” sheet instead of using ink stamps.

Audit Recommendation #3: The Department Head should place their signature next to the
grand total dollar amount voided on the "Posted Batch Report by Sequence Number"
designating review and approval.

Audit Recommendation #4: A trained security professional should inspect the current security
surveillance system in the Tax Collector’s office to ensure that it is functioning properly.

MGMT. RESPONSE INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
AGREED & COMPLIED DEPT. COMPLIED - APRIL 2020

AGREED & COMPLIED DEPT. COMPLIED - APRIL 2020

AGREED & COMPLIED DEPT. COMPLIED - APRIL 2020

AGREED & COMPLIED DEPT. COMPLIED - APRIL 2020 - The Town of Fairfield Police
Department has conducted a security analysis of the Tax
Office and Old Town Hall. The Director of IT has also
inspected the current surveillance system and ensures that it

is functioning properly

Employee Credit Card Expenditures Audit (2/20)
Audit Recommendation #1: Management should assign an employee (non-cardholder) to
review all cardholder Reconciliation Voucher packages.

Audit Recommendation #2: Annual training should be provided to all cardholders and their
supervisors. Policies, procedures and the parameters surrounding credit card purchases
including detail of acceptable and non-acceptable purchases, listing of approved vendors,
requirements surrounding the preparation and submittal of Reconciliation Voucher packages
to Firiance should be incorporated as part of the employee training.

Audit Recommendation #3: Cardholders should be reminded to submit their Reconciliation
Voucher package to the Finance Department on a timely basis for processing. Currently, the
Finance clerk calls individual cardholders who fail to abide by this policy requirement each
month to remind them to hand in their documents on time.

MGMT. RESPONSE
AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
DEPT. COMPLIED - FEBRUARY 2020 - Purchasing will review
employee credit card purchases on a monthly basis for overall
reasonableness of expenditure.

AGREED & COMPLIED

DEPT. COMPLIED - JANUARY 2021 -The credit card policy was
redistributed to each cardholder. Cardholders were required
to return a memorandum of understanding that they have
read and understood the credit card policies and will comply
with its terms and conditions. Internal Audit provided
cardholders with a top ten list of most important points within
the policy for card members to abide by. Cardholders were
notified that strict penalties will be applied if they are found
to be in non-compliance.

AGREED & COMPLIED DEPT. COMPLIED - JANUARY 2021
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

STATUS OF AUDIT RECOMMENDATION:

Employee Credit Card Expenditures Audit (2/20) - CONTINUED

package.

\for employee use on the Town shared drive.

Town supplied gas pumps instead of utilizing local gas stations.

item(s) purchased.

exempt from state sales tax.

Audit Recommendation #4: Cardholders should be reminded to attach all supporting
documentation corroborating their credit card purchases to the Reconciliation Voucher

Audit Recommendation #5: The Purchasing Department should encourage cardholders to
utilize Town preapproved vendors in order to obtain special discounted pricing. Furthermore,
the Purchasing Department should compile and distribute a list of pre-approved vendors to
Town departments on a regular basis for employee use. The list should also be maintained

Audit Recommendation #6: Cardholders should be encouraged to fill Town vehicles at the

Audit Recommendation #7: The Reconciliation Voucher sheet should be updated to include
brief descriptions of types of purchases made since many receipts do not provide detail of the

Audit Recommendation #8: Cardholders should be informed that all Town purchases are

Audit Recommendation #9: Cardholders must complete a Travel and Meeting form to
document the reason for the business meal and attach it to the Reconciliation Voucher.

MGMT. RESPONSE
AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

NOT DEEMED NECESSARY -
The Director of Purchasing
determined that the dual
review of both the
Department Head and
Purchasing department of
monthly credit card
purchases made by
cardholders was sufficient
to warrant the
appropriateness and
validity of those
expenditures.

AGREED & COMPLIED

AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
DEPT. COMPLIED - JANUARY 2021

DEPT. COMPLIED - JANUARY 2021

DEPT. COMPLIED - JANUARY 2021

N/A - SEE DEPT. RESPONSE - JANUARY 2021

&

DEPT. COMPLIED - JANUARY 2021

DEPT. COMPLIED - JANUARY 2021
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

STATUS OF AUDIT RECOMMENDATION:

Employee Credit Card Expenditures Audit (2/20) - CONTINUED
Audit Recommendation #10: The “Request for Non-Local Travel” form must be attached to
the monthly Reconciliation Voucher package to support that the First Selectwoman
preapproved the travel.

Audit Recommendation #11: Cardholders must be provided with the Town policy governing
all purchases pertaining to information technology.

Audit Recommendation #12: Cardholders should be encouraged to use the free shipping
option whenever making purchases through Amazon.

Audit Recommendation #13: Town management in conjunction with Department Heads
should review the list of cardholders and determine if the current number of credit cards
issued to employees can possibly be reduced.

Audit Recommendation #14:

Town management should enforce consequences to cardholders who violate the Town credit
card policy.

MGMT. RESPONSE
AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
DEPT. COMPLIED - JANUARY 2021

DEPT. COMPLIED - JANUARY 2021

DEPT. COMPLIED - JANUARY 2021

DEPT. COMPLIED - JUNE 2020 - Purchasing worked with
Internal Audit and has reviewed the number of outstanding
credit cards. Twelve credit cards have been eliminated as a
result. This process will be performed on an annual basis.

DEPT. COMPLIED - JANUARY 2021 - Internal Audit met with
the Chief Administrative Officer and the Interim Chief Fiscal
Officer and it was agreed that strict penalties will be applied
to cardholders who do not comply with Town policies and
procedures.

Employee Credit Card Survey (3/20})

Audit Recommendation #1: The three credit cards issued to employees who are no longer
employed should be immediately cancelled with American Express. Human Resources should
coordinate with the Purchasing Department and establish a policy and procedure for
cancelling credit cards at the time of employee termination/separation.

Audit Recommendation #2: Part-time employee credit cards should be cancelled.

Audit Recommendation #3: Human Resources should coordinate with the Purchasing
department and establish a procedure for notifying them whenever employees who hold
credit cards have name changes

Audit Recommendation #4: The 12 employee credit cards identified by the survey as low need
or not needed by the department should be cancelled.

MGMT. RESPONSE
AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
DEPT. COMPLIED - MARCH 2020 - The three credit cards were
cancelled.  JANUARY 2021 - A policy and procedure was
established between Human Resources and Purchasing
whereby all credit cards issued to employees are tracked and
monitored.

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - JANUARY 2020

DEPT. COMPLIED - JUNE 2020
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

STATUS OF AUDIT RECOMMENDATION:

Food License Revenue Audit{3/20)
Audit Recommendation #1: Bank deposits must be performed on a daily basis for all cash
collections exceeding the sum of 5250.

Audit Recommendation #2: All pre-numbered customer receipts written by the Health
department for restaurant licenses received after January 31st should be evidenced by a
postmarked envelope that is retained in the customer’s file.

Audit Recommendation #3: The Application for Food License be amended to include the total
dollar amount received by the customer for ease of reference. In addition, if the customer is
billed for the late fee, the method of payment, amount paid and receipt number should be
recorded here as well.

Audit Recommendation #4: All voided receipts should be signed and dated by the department
head designating his review and approval of the voided transaction. The department should
retain both parts (customer and department copy) of voided receipts.

Audit Recommendation #5: A certified letter should be mailed to all restaurants who have
failed to comply with the requirements of the Health Department in a timely fashion. Letters

should be mailed no later than ten days after the February 14 " deadline. The letter should
state that the restaurant has failed to comply with Health Department policy and that their
license will be automatically suspended. Further, they may not operate until all payments are
made and a new license issued. The certified letter should provide the restaurant with a
three day compliance grace period to meet all requirements and should double the initial late
penalty fee. Failure to meet all requirements within the three-day grace period should result
in the closure of the restaurant.

Audit Recommendation #6: The Health Department should document the operating
procedures surrounding the Food License process.

MGMT. RESPONSE
AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS: STATUS OF AUDIT RECOMMENDATION:

Fat, Oil, Grease Permit Revenue (3/20) MGMT. RESPONSE INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
Audit Recommendation #1: The WPCA Rules and Regulations Section 305 needs to be AGREED & COMPLIED DEPT. COMPLIED - MARCH 2020

updated to reflect language that incorporates the requirement of FOG permits for Class | and
Il food establishments in the Town of Fairfield per the WPCA vote on June 27, 2018.

Audit Recommendation #2: It is recommended that on or before May 15" of each year, the AGREED & COMPLIED DEPT. COMPLIED - MARCH 2020
Health Department provide the Sewer Department with an updated report listing all food
establishments who hold licenses in Fairfield.

Audit Recommendation #3: The Sewer Department should commence inspections of all food =~ AGREED BUT NOT VIABLE - OPEN - MGT. RESPONSE - JANUARY 2021 - The restaurants

establishments that are required to maintain a FOG permit. MARCH 2020 - Lack of are sending in their grease haulers receipts, unfortunately due
staffing has prevented the to Covid some food establishments are closed and have not
inspection of food sent in the required permits.

establishments. The
Department would rather
that the individual
restaurants provide receipts
from certified cleaning
companies to prove that the
proper maintenance has
been performed on an
annual basis prior to the
issuance of new FOG
permit. With a full time staff
of just 2 employees, the
Sewer Department does not
have the staff to perform
these inspections. The
sewer department is hoping
to have this function
integrated into the new
Town permitting software
that is currently out to bid.
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

STATUS OF AUDIT RECOMMENDATION:

\Fat, Oil, Grease Permit Revenue (3/20) - CONTINUED

Audit Recommendation #4: Due to 10 grease backups in Fairfield reported by the State of CT
DEP, it is recommended that regular FOG inspections be enforced by the Sewer Department
on an annual basis.

Audit Recommendation #5: The Town website should be updated annually to include
pertinent information surrounding the FOG permitting process including an online permit
application,

Audit Recommendation #6: It is recommended that the parameters surrounding the late fee
be reviewed by the WPCA. The late fee should be increased (perhaps doubled) gt the time of
the second late notice. Failure to pay after the second late notice should result in stricter
penalties such as suspension of the food establishment license.

MGMT. RESPONSE INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
AGREED - IN PROCESS - The  OPEN - MGT. RESPONSE - JANUARY 2021 - The new software
Sewer Department would should be up and running in June 2021
like to make this program
self-reporting since it does
not have the staff to
complete inspections of all
of the restaurants. The
sewer department is hoping
that this will be possible
with the new Town
permitting software that is
currently out to bid.

AGREED & COMPLIED DEPT. COMPLIED - JANUARY 2021

AGREED - IN PROCESS - The  OPEN - MGT. RESPONSE - JANUARY 2021 - We have written
Sewer Department will an ordinance which will address this issue and will be
address this matter with the presented to the WPCA in February before being presented to
WPCA. The Department is the Town Boards.

hoping that when the Town

transfers to online

permitting that these types

of fees will be

institutionalized into the

new permitting software

and emails to late payers

can go out gutomatically.
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMMENDATIONS:

STATUS OF AUDIT RECOMMENDATION:

Fat, Oil, Grease Permit Revenue (3/20) - CONTINUED

Audit Recommendation #7: The Sewer Department should establish a policy that outlines
stricter measures that may be imposed upon food establishments who fail to submit the
required FOG permit payment and that this policy be submitted to the WPCA for approval.

deposits with collections over 5250 on a daily basis.

Audit Recommendation #9: It is recommended that a proper of segregation of duties
amongst employees be implemented within the Sewer Department.

Audit Recommendation #10: The Sewer Department should document the operating
procedures governing the entire FOG permit process.

Audit Recommendation #11: All receipts of payment from customers should generate a pre-
numbered customer receipt. In addition, a FOG permit should be created and both
documents should be issued to the customer by the Sewer department.

Audit Recommendation #8: The Sewer Department should comply with Town policy and make

MGMT. RESPONSE
AGREED - IN PROCESS -This
recommendation is noted
and will be discussed with
the WPCA to come up with
stricter requirements for
compliance with FOG permit
program. Will coordinate
with the health department
to determine if holding food
establishment license until
FOG permit is satisfied is
permissible.

AGREED & COMPLIED

AGREED & IN PROCESS -
This issue will be resolved
when the Town moves to an
online permitting structure.
Currently, there are only
two people in the office. The
department will make sure
that all deposits are being
reviewed and signed by the
director.

AGREED & COMPLIED

AGREED & COMPLIED

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
OPEN - JANUARY 2021 - MGT. RESPONSE - Once the FOG
Ordinance is approved there will be a penalty for those
establishments that do not submit the necessary permits.

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - JANUARY 2021 - The Director of Public
Works is reviewing and signing all deposits.

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020
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AUDIT PERFORMED AND RECAP OF AUDIT RECOMIMENDATIONS:

Fat, Qil, Grease Permit Revenue (3/20) - CONTINUED
Audit Recommendation #12: The FOG permit application should be revised to include a space
on the bottom for recording receipt information by the Sewer Department.

Audit Recommendation #13: All pre-numbered customer receipts written by the Sewer

department for FOG permit payments received after July 1°* should be evidenced bya
postmarked envelope that is retained in the customer’s file for one year.

Audit Recommendation #14: The cash collection excel spreadsheet used to reconcile the
receipt of customer payments received to the bank deposit and deposit transmittal should
include the payment type, i.e., cash or check payment received from the customer.

MGMT, RESPONSE
AGREED & COMPLIED

AGREED & COMPLIED

AGREED & COMPLIED

STATUS OF AUDIT RECOMMENDATION:

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020

DEPT. COMPLIED - MARCH 2020

Town Solar Sites and Associated Cost Savings (5/20)

Audit Recommendation #la: Research and analysis should be conducted for future solar
installations to determine if purchase power agreements actually reap the greatest savings to
the Town. Other solar panel options such as direct purchase and install by the Town should
be investigated to see if the cost savings incurred would be greater than the PPA. The option
which reaps the greatest savings to the Town should be implemented.

Audit Recommendation #1b: It is recommended that all future solar purchase power
agreements follow Town Charter guidelines governing purchases. At a minimum, the Town
should obtain three quotes from different solar providers to ensure that the best annual kWh
pricing is obtained while also taking into account vendor reputation and experience in the
process.

Audit Recommendation #1c: It is also recommended that the payment agreement between
the Town and the Tennis Center on Old Dam Road be placed in writing regarding responsible
party obligation of payment of future solar and electric bills.

Audit Recommendation #2 It is recommended that an analysis comparing expected to actual
kWh solar production along with associated cost savings or loss be prepared on annual basis
per solar site going forward.

MGMT. RESPONSE
AGREED & WILL COMPLY
FOR FUTURE SOLAR
INSTALLATIONS

AGREED & WILL COMPLY
FOR FUTURE PURCHASE
POWER AGREEMENTS

AGREED & WILL COMPLY

AGREED & WILL COMPLY
ON AN ANNUAL BASIS

INTERNAL AUDIT FOLLOW-UP DATE & COMMENTS
No new solar installations (Town-side) since audit. Analyses
will be conducted for future solar panel installations to
determine which options will reap the greatest savings for the
Town.

No new solar installations (Town-side) since audit. Future
solar panel installations will adhere to Town Purchasing
policies and guidelines as outlined in the Town Charter.

JANUARY 2021 OPEN - TENANT REDUCED RENT PAYMENT
DUE TO TOWN BY $6,548.52 IN JUNE 2020 FOR PORTION OF
ELECTRIC BILL, THE TOWN IS CURRENTLY IN THE PROCESS OF
NEGOTIATING A NEW LEASE AGREEMENT WHICH WILL
INCORPORATE A TENANT CREDIT FOR THE SOLAR/ELECTRIC
BILL TO ADDRESS THIS ISSUE.

DEPT. COMPLIED - DATA OF KwH AND COST PER SITE INPUT
ON A MONTHLY BASIS. - JANUARY 2021
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Transaction Limit

Last Name First Name Control Account No. Amount Monthly Limit Amount Issuance Date Account Status
FOX KEVIN T AR OEMI D AR 1,500.00 3,500.00 08/24/1999 ACTIVE
CLEARY SANDS 4 2,500.00 5,000.00 08/30/1999 ACTIVE
PAULES VIRGINIA ' 5,000.00 12,500.00 08/30/1999 CANCELLED
BODIE JOHN 1,500.00 3.000,00 10/12/1999 ACTIVE
HURLEY WILLIAM 3,000.00 3,000.00 03/29/2001 ACTIVE
GRACE PETER 1,500.00 4,000.00 10/23/2001 ACTIVE
SWIFT JAMES . 2,500.00 3,000.00 04/25/2002 ACTIVE
MILLER PAUL 500.00 500.00 09/09/2003 ACTIVE
DEMKO RICHARD 2,000.00 5,000.00 03/15/2005 ACTIVE
GUERRERA ROBERT 4 500.00 1.500.00 12/21/2007 ACTIVE
CHIZMADIA JOHN 1,000.00 1,000.00 08/31/2010 ACTIVE
HINE WILLIAM 500 00 1,000.00 10/06/2010 ACTIVE 3
FISHER JANET ) 1,500.00 1,500.00 12/05/2012 ACTIVE
KALAPIR ERIK 1.000.00 1,000,00 06/12/2013 ACTIVE
SHERWOOD SCHUYLER 2.500.00 3,000.00 10/25/2013 ACTIVE
BARNHART MARK : ] 2,500.00 4,500 00 11/25/2013 ACTIVE
BOSSE CAITLIN S 1,000.00 4.000.00 02/10/2014 ACTIVE
10LI CHRISTOPHER 5,000.00 5.000.00 07/08/2014 ACTIVE
DELMHORST ROBERT 500.00 1,000.00 03/25/2015 ACTIVE
DUNN KYRAN 3,500.00 6,000.00 03/25/2015 ACTIVE
MINDER JEFFREY 500.00 1,500.00 04/10/2015 ACTIVE
RYAN JAMES 4,500.00 12,000.00 05/04/2015 ACTIVE
BRODERICK KEITH 2.500.00 5.000.00 05/11/2015 ACTIVE
KALAMARAS ROBERT 750.00 3,000.00 05/11/2015 ACTIVE
DITULLIO JOHN 1,000.00 5,000.00 07/15/2015 ACTIVE

GALBO SANTINA 1,000.00 2,000.00 08/19/2015 ACTIVE
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Simpson, Catl:leen

e ———— S— = e
From: Tulin, Adam
Sent: Wednesday, June 21, 2023 2:44 PM
To: Saxl, Concetta
Cc: Schmitt, Jared; Simpson, Cathleen
Subject: RE: No or credit card holders
Attachments: 2023_06_13_GR-2005-001_MONTHLY_759581580.PDF

As of June 15, there were 90 open accounts of which 86 had activity in the last 12 months.

Adam Tulin

Director of Purchasing
Town of Fairfield

725 Old Post Road
Fairfield, CT 06824
203-256-3060

From: Sax|, Concetta <CSax|@fairfieldct.org>

Sent: Wednesday, June 21, 2023 8:46 AM

To: Tulin, Adam <ATulin@fairfieldct.org>

Cc: Schmitt, Jared <JSchmitt@fairfieldct.org>; Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: FW: No or credit card holders

Good Morning Adam,
Can you please provide us with the information requested in the email below as of today? Thank you.
Connie

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Tuesday, June 20, 2023 6:11 PM

To: Saxl, Concetta <CSaxl@fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>
Subject: No or credit card holders

Good Evening,

When you get a chance, could either of you tell me the number of credit card holders we have currently with the
Town so | can include that in my HR investigation.

Thanks very much!

Cuathtoon . Dlimpion
Siiman PRasourcas Direstsr
@Glullivan Shdgpendonco il
725 Ol Fost Road



i, CT V6524
(#75) 850-6002



ANERICAN]

GLOBAL Sl
CORPORATE PAYMENTS -
Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860
Recipient No.: 1159871
Page 1 of 18

Active Accounts Inactive Accounts Cancelled Accounts
(No Charges Last 12 Months) (Last 3 Months)

Key Metrics

86

Paperless Accounts MYCA Enroliment Recent Card Members
Card Member Setup Date

1% 3% KANICKA INGRAM 03/15/2023
DAVID GILLIS 01/26/2023
HECTOR IRIZARRY 01/26/2023
PATRICK BARRY 11/09/2022
ZAKIA D PARRISH 11/09/2022
JAMES ZAVODJANCIK 11/09/2022
MICHAEL J TESTANI 11/02/2022
99% 97%
JEAN M GALLATI 10/13/2022
PAPER ON NO

. u SCOTT MORRIS 09/14/2022

PAPER OFF YES
PATRICK MAHONEY 07/08/2022

* Reporting is based on your monthly billing cycle
**Expiration Date is displayed for active or inactive accounls. Cancel date is displayed for cancelled accounts.




AMAERICAN

GLOBAL St
CORPORATE PAYMENTS w
Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860
Recipient No.: 1159871
Page 2 of 18

Card Member / Product Type / Employee ID { MYCA Enrolled / Issuance Date /
Address / Account Type / Cost Center / Basic Control Account Paper Statements / Expiration Date or

Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

ACTIVE ACCOUNTS

AUDRA ALLEN CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER 0 ST OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 “ NO

NO :

PHILIP BAHR CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,200.00 09/25/2018
1080 OLD POST RD BASIC CARD MEMBER =N OFF MTH 1,200.00 08/31/2023
FAIRFIELD, CT 06824 (T RET e NO

NO

MARK S. BARNHART CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 11/25/2013
725 OLD POST RD BASIC CARD MEMBER ‘ 3787-353404-91005 OFF MTH 4,500.00 08/31/2026
FAIRFIELD, CT 068246689 e ST T NO

NO

PATRICK BARRY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 11/09/2022
725 OLD POST ROAD BASIC CARD MEMBER = 3787-353404-91005 OFF MTH 3,000.00 08/31/2027
FAIRFIELD, CT 068246689 ST A e NO

NO

AMY BIEN CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 09/04/2014
501 KINGS HWY EAST BASIC CARD MEMBER 1‘ W OFF MTH 1,000.00 08/31/2023
FAIRFIELD, CT 068254867 - NO

NO

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for aclive or inactive accounts. Cancel date is displayed for cancelled accounts.

Sl ] =
=TS =1
CONFIDENTIAL AWD PROFRIETARY REPCHT OF AMERICAN EXPRESS. USE GF THI3 REPORT CONSTITUTES YCUR ACCEPTANCE TQ KEEF THIS REPORT CONFIDENTIAL AND YOUR ACKNOWLE DGEMENT OF THE OWMNMERSHIP OF THIS REPORT BY AMERICAN EXFRESS




L ERHAN

EXPRESS
CORPORATE PAYMENTS o
Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860
Recipient No.: 1159871
Page 3 of 18

Card Member / Product Type / Employee ID / MYCA Enrolled / Issuance Date /

Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

TIMOTHY J BISHOP CORPORATE PURCHASING CARD TOWN OF FAIRFIELD NO TRN 500.00 1111712021
725 OLD POST ROAD BASIC CARD MEMBER SRS ON MTH 2,000.00 08/31/2026
FAIRFIELD, CT 068246689 e Y NO

NO

JOHN BODIE CORPORATE PURCHASING CARD JOHN BODIE TOWN OF FAIRFIELD YES TRN 1,500.00 10/12/1999
725 OLD POST RD BASIC CARD MEMBER [ Y emEslaeg OFF MTH 3,000.00 08/31/2025
FAIRFIELD, CT 068246689 f=esr R T S NO

NO

CAITLIN T BOSSE CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 02/10/2014
725 OLD POST RD BASIC CARD MEMBER o e OFF MTH 4,000.00 08/31/2026
FAIRFIELD, CT 0682466689 P NO

NO

KEITH BRODERICK CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 05/11/2015
725 OLD POST RD BASIC CARD MEMBER TR eSO OFF MTH 5,000.00 08/31/2023
FAIRFIELD, CT 068246689 EErEs————— NO

NO

GAYLEN BROWN CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 5,000.00 02/06/2018
75 MILL PLAIN RD BASIC CARD MEMBER == F s OFF MTH 20,000.00 08/31/2026
FAIRFIELD, CT 06824 [ —— ) ” NO

NO

SCOTT BUCKHOLTZ CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 11/19/2021
725 OLD POST ROAD BASIC CARD MEMBER ) OFF MTH 5,000.00 08/31/2026
FAIRFIELD, CT 068246689 EEE e NO

NO

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts

AT

- | et vy = %
CONFICENTIAL AMD PROPRIETARY REPCRT OF AMERICAN EXPRESS, USE GF THIS REPORT CONSTITUTES YCUR ACCEPTANCE TO KEEF THIS REPCRT CONFIDENTIAL AND YOUR ACKNOWLE DGEMENT OF THE OWWNERSHIP OF THIS REPORT BY AMERICAN EXPRESS



GLOBAL
CORPORATE PAYMENTS a
Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860
Recipient No.: 1159871
Page 4 of 18

Card Member / Product Type / Employee ID | MYCA Enrolled / Issuance Date /

Address / Account Type / Cost Center / Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date*”

NANCY BYRNES CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 5,000.00 03/06/2000
501 KINGS HIGHWAY E BASIC CARD MEMBER — TR OFF MTH 12,000.00 08/31/2025
FAIRFIELD, CT 068254867 h NO

NO

ROGER CAISSE CORPORATE PURCHASING CARD agg= TOWN OF FAIRFIELD YES TRN 1,000.00 04/18/2017
140 REEF RD BASIC CARD MEMBER iR OFF MTH 1,000.00 08/31/2025
FAIRFIELD, CT 06824 e o NO

NO

JUSTIN CATHCART CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 09/01/2020
725 OLD POST ROAD BASIC CARD MEMBER iR OFF MTH 5,000.00 08/31/2025
FAIRFIELD, CT 068246689 g = NO

NO

JOHN G CHIZMADIA CORPORATE PURCHASING CARD TOWN OF FAIRFIELD NO TRN 1,000.00 08/31/2010
725 OLD POST RD BASIC CARD MEMBER e, h OFF MTH 1,000.00 08/31/2026
FAIRFIELD, CT 068246689 B =Y NO

NO

SANDS L CLEARY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 08/30/1999
725 OLD POST RD BASIC CARD MEMBER e RS e T OFF MTH 5,000.00 08/31/2025
FAIRFIELD, CT 068246689 =t NO

NO

THOMAS COARSE JR CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 03/28/2016
725 0OLD POST RD BASIC CARD MEMBER fas ] OFF MTH 2,000.00 08/31/2024
FAIRFIELD, CT 068246689 [ ey NO

NO

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts
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Page 5 of 18

Card Member / Product Type / Employee ID / MYCA Enrolled / Issuance Date /

Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

LORI DEGROAT CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 09/09/2013
725 OLD POST RD BASIC CARD MEMBER Eoasss OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 06824 T NO

NO

ROBERT DELMHORST CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 03/25/2015
725 OLD POST RD BASIC CARD MEMBER TR OFF MTH 1,000.00 08/31/2023
FAIRFIELD, CT 068246689 TR NO

NO

JULIE DEMARCO CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 08/09/2018
725 OLD POST RD BASIC CARD MEMBER Ten EEaTE— OFF MTH 7,500.00 08/31/2026
FAIRFIELD, CT 06824 DR e NO

NO

RICHARD DEMKO CORPORATE PURCHASING CARD TOWN OF FAIRFIELD NO TRN 2,000.00 03/15/2005
725 OLD POST ROAD BASIC CARD MEMBER & AT OFF MTH 5,000.00 08/31/2025
FAIRFIELD, CT 06824 AN NO

NO

JOANNA | DEWEY CORPORATE PURCHASING CARD s TOWN OF FAIRFIELD YES TRN 500.00 02/20/2022
501 KINGS HWY EAST BASIC CARD MEMBER T e ) OFF MTH 1,000.00 08/31/2026
FAIRFIELD, CT 068254867 TR R NO

NO

JOHN DITULLIO CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 07/15/2015
725 OLD POST RD BASIC CARD MEMBER e TR, OFF MTH 5,000.00 08/31/2027
FAIRFIELD, CT 068246689 g e, NO

NO

* Reporting is based on your monthly billing cycle.
“*Expiration Date is displayed for active or inactive accounts, Cancel date is displayed for cancelled accounts

=i Rl el = ; o e Roda
GONFIDENTIAL AND PROPRIETARY REPORT OF AMERICAN EXPRESS, USE OF THIS REPORT GONSTITUTES YGUR SCCEPTANCE TG KEEP THIS REPORT CONFIDENTIAL AND YOUR ACKNCWLE DGEMENT OF THE CAYNERSHIP OF THIS REPORT BY AMERIGAN EXPRESS




CORPORATE PAYMENTS P

Report Month: June 2023*
Report Date: June 15, 2023

Report No.: GR2005-001-(759581580)
Report Group: 000000000057860
Recipient No.: 1159871

Page 6 of 18

Cardmember Listing
TOWN OF FAIRFIELD-CPC

Card Member / MYCA Enrolled / Issuance Date /

Product Type [

Employee 1D /

Address /
Guaranteed Status
KYRAN V DUNN

Account Type /
Card Account No.
CORPORATE PURCHASING CARD

Cost Center /
Universal ID

Basic Control Account
Name /No.
TOWN OF FAIRFIELD

Paper Statements /
Membership Rewards

Limit Amount

TRN

3,500.00

Expiration Date or
Cancel Date™™
03/25/2015

725 OLD POST RD BASIC CARD MEMBER IR T, OFF MTH 6,000.00 08/31/2023
FAIRFIELD, CT 068246689 “ NO

NO

FELIX ESPOSITO CORPORATE PURCHASING CARD =i TOWN OF FAIRFIELD YES TRN 3,500.00 02/21/2018
100 REEF ROAD BASIC CARD MEMBER — OFF MTH 5,000.00 08/31/2026
FAIRFIELD, CT 06824 »— NO

NO

JANET P. FISHER CORPORATE PURCHASING CARD < TOWN OF FAIRFIELD YES TRN 1,500.00 12/05/2012
725 OLD POST RD BASIC CARD MEMBER == OFF MTH 1,500.00 08/31/2025
FAIRFIELD, CT 068246689 _ NO

NO

SANTINA GALBO CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 08/19/2015
725 OLD POST RD BASIC CARD MEMBER e “ OFF MTH 2,000.00 08/31/2023
FAIRFIELD, CT 068246689 et~ P, NO

NO

JEAN M GALLATI CORPORATE PURCHASING CARD ‘ TOWN OF FAIRFIELD YES TRN 500.00 10/13/2022
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2027
FAIRFIELD, CT 068246689 ”ﬁ— NO

NO

DAVID GILLIS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,000.00 01/26/2023
725 OLD POST RD BASIC CARD MEMBER MTH 5,000.00 08/31/2027

] OFF
FAIRFIELD, CT 068246689 NO
NO

|

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for active or inactive accounts. Cance! date is displayed for cancelled accounts.

.. USE CF THI3 REPORT CONSTITUTES YOUR ACCEPTANCE TO KEEP THIS REPGRT CONFIDENTIAL AND YOUR ACKNOWLE DGEMENT OF THE CYWNERSHIF OF THIS REPORT BY AMERICAN EXPRESS
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Page 7 of 18
Card Member / Product Type / Employee 1D / MYCA Enrolled / Issuance Date /
Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or

Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**
GEORGE GOMOLA CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 02/08/2016

140 REEF ROAD BASIC CARD MEMBER “ OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068245918 R P NO

NO

PETER D GRACE CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,500.00 10/23/2001
725 OLD POST ROAD BASIC CARD MEMBER TEgA OFF MTH 4,000.00 08/31/2025
FAIRFIELD, CT 068246689 R NO

NO

ANTONIO GRANATA CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 07/13/2020
100 REEF ROAD BASIC CARD MEMBER R e OFF MTH 2,000.00 08/31/2024
FAIRFIELD, CT 068245919 AT T =, NO

NO

ROBERT GUERRERA CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 12/21/2007
725 OLD POST RD BASIC CARD MEMBER ’ SEERESTANT OFF MTH 1,500.00 08/31/2024
FAIRFIELD, CT 068246669 e RERS Sl NO

NO

VICKI L. HASTINGS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER AR AT OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 AIRESEYAEEE NO

NO

DANIEL HAYES CORPORATE PURCHASING CARD Y TOWN OF FAIRFIELD YES TRN 500.00 11/16/2016
225 OLD POST RD BASIC CARD MEMBER T OFF MTH 2,000.00 08/31/2025
FAIRFIELD, CT 06824 TR NO

NO

* Reporting is based on your monthly billing cycle
“*Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts.
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CORPORATE PAYMENTS P
Cardmember Listing Report Month: June 2023* Report No.; GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860
Recipient No.: 1159871
Page 8 of 18

Card Member | Product Type / Employee ID / MYCA Enrolled / Issuance Date /

Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

WILLIAM J HINE CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 10/06/2010
725 OLD POST RD BASIC CARD MEMBER ‘ ~ OFF MTH 1,000.00 08/31/2023
FAIRFIELD, CT 068246689 “ NO

NO

DONNA R. HUBER CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER R s e == OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 e TE T TN NO

NO

WILLIAM HURLEY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 3,000.00 03/29/2001
725 OLD POST RD BASIC CARD MEMBER e B ETENN OFF MTH 3,000.00 08/31/2026
FAIRFIELD, CT 068246689 h NO

NO

KANICKA INGRAM CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 03/15/2023
725 OLD POST RD BASIC CARD MEMBER LT OFF MTH 1,000.00 08/31/2027
FAIRFIELD, CT 068246689 #‘ NO

NO

CHRISTOPHER IOLI CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 5,000.00 07/08/2014
725 OLD POST RD BASIC CARD MEMBER L s OFF MTH 5,000.00 08/31/2026
FAIRFIELD, CT 068246689 G NO

NO

HECTOR IRIZARRY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 01/26/2023
7250LD POST RD BASIC CARD MEMBER R o8 OFF MTH 3.000.00 08/31/2027
FAIRFIELD, CT 068246689 e T i NO

NO

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for active or inactive accounts, Cancel date is displayed for cancelled accounts
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Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860
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Page 9 of 18
Card Member | Product Type / Employee ID / MYCA Enrolled / Issuance Date /
Address { Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date™
SCOTT C JARZOMBEK CORPORATE PURCHASING CARD TOWN OF FAIRFIELD TRN 1,500.00 04/19/2022
725 OLD POST ROAD BASIC CARD MEMBER = A RIS, OFF MTH 3,000.00 08/31/2026
FAIRFIELD, CT 068246689 i e NO
NO
JOHN W JOHNSON CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,500.00 02/08/2018
725 OLD POST RD BASIC CARD MEMBER B e a3 OFF MTH 1,500.00 08/31/2026
FAIRFIELD, CT 06824 e ey NO
NO
ROBERT KALAMARAS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 750.00 05/11/2015
725 OLD POST RD BASIC CARD MEMBER - * OFF MTH 3,000.00 08/31/2023
FAIRFIELD, CT 068246689 NO
NO
ERIK KALAPIR CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 06/12/2013
725 OLD POST RD BASIC CARD MEMBER , B iresi=en O OFF MTH 1,000.00 08/31/2025
FAIRFIELD, CT 068246689 NO
NO
DAVID KELLEY CORPORATE PURCHASING CARD 5819 TOWN OF FAIRFIELD YES TRN 17,000.00 01/19/2017
725 OLD POST RD BASIC CARD MEMBER Pl P e ey OFF MTH 20,000.00 08/31/2025
FAIRFIELD, CT 068246689 NO
NO
LORI KEMPTON CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER A o OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 NO
NO

* Reporting is based on your monthly billing cycle.
“*Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts.
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" CONFIDENTIAL AND PROPR USE OF THIS REPORT COMSTITUTES YOUR ACCEPTANCE TO KEEP THIS REPORT CONFIDENTIAL AND YOUR ACKNOWLE DGEMENT OF THE CYWNERSHIFP OF THIS REPORT BY AMERICAN EXPRESS
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Card Member / Product Type / Employee ID / MYCA Enrolled / Issuance Date /
Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or

Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**
AMANDA C KIRIK CORPORATE PURCHASING CARD TOWN OF FAIRFIELD TRN 2,500.00 11/28/2020

725 OLD POST ROAD BASIC CARD MEMBER “ OFF MTH 2,500.00 08/31/2025
FAIRFIELD, CT 068246689 _ NO

NO

PETER J KOVAL CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 07/13/2020
100 REEF ROAD BASIC CARD MEMBER — OFF MTH 2,000.00 08/31/2024
FAIRFIELD, CT 068245919 — NO

NO

BRENDA KUPCHICK CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 7,000.00 02/12/2020
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 10,000.00 08/31/2024
FAIRFIELD, CT 06824 — NO

NO

JENNIFER LASEMAN CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 1,000.00 04/13/2018
1080 OLD POST RD BASIC CARD MEMBER - OFF MTH 1,500.00 08/31/2026
FAIRFIELD, CT 06824 — _ NO

NO

TAMARA LYHNE CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,500.00 04/11/2018
1080 OLD POST RD BASIC CARD MEMBER — OFF MTH 2,000.00 08/31/2026
FAIRFIELD, CT 06824 — — NO

NO =

PATRICK MAHONEY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 07/08/2022
725 OLD POST ROAD BASIC CARD MEMBER OFF MTH 2,500.00 08/31/2026
FAIRFIELD, CT 066246689 _ — NO

NO

* Reporting is based on your monthly billing cycle
**Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts
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Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

RACHEL MARCUCILLI CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 09/08/2017
725 OLD POST RD BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2026
FAIRFIELD, CT 06824 _ NO

NO

JUDITH MARSHALL CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 09/01/2020
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2025
FAIRFIELD, CT 068246689 — = NO

NO '

KATHLEEN MASON CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/28/2012
501 KINGS HWY EAST BASIC CARD MEMBER ey o e OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 — NO

NO

CHRIS MC ALEESE CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 02/20/2022
725 OLD POST ROAD BASIC CARD MEMBER _ OFF MTH 1,000.00 08/31/2026
FAIRFIELD, CT 068246689 _ NO

NO

DENIS MCCARTHY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 3,500.00 10/07/2015
725 OLD POST RD BASIC CARD MEMBER - “ OFF MTH 7,500.00 08/31/2024
FAIRFIELD, CT 068246689 _ - NO

NO

PAUL MILLER CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 1,500.00 09/09/2003
725 OLD POST RD, BASIC CARD MEMBER * OFF MTH 3,000.00 08/31/2025
FAIRFIELD, CT 06824 — NO

NO

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts
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Card Member / Product Type / Employee ID / MYCA Enrolled / Issuance Date /

Address / Account Type / Cost Center / Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

JEFFREY MINDER CORPORATE PURCHASING GARD TOWN OF FAIRFIELD YES TRN 500.00 04/10/2015
725 OLD POST RD BASIC CARD MEMBER ‘ * OFF MTH 1,500.00 08/31/2023
FAIRFIELD, CT 068246689 _ - NO

NO

JILL MITCHELL CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,100.00 02/08/2016
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 3,500.00 08/31/2024
FAIRFIELD, CT 068246689 — NO

NO

SCOTT MORRIS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500,00 09/14/2022
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2027
FAIRFIELD, CT 068246689 — NO

NO

DOUGLAS M. NOVAK CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 09/20/2021
725 OLD POST ROAD BASIC CARD MEMBER “ OFF MTH 2,500.00 08/31/2026
FAIRFIELD, CT 068246689 _ NO

NO

MATTHEW PANILAITIS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 999.00 06/14/2019
100 REEF RD BASIC CARD MEMBER m OFF MTH 3,000.00 08/31/2027
FAIRFIELD, CT 06824 * i NO

NO ’

ANGELUS PAPAGEORGE CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 1,500.00 09/30/2019
725 OLD POST RD BASIC CARD MEMBER “ OFF MTH 5,000.00 08/31/2024
FAIRFIELD, CT 06824 TR | NO

NO

* Reporting is based on your monthly billing cycle,
“*Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts
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MICHAEL E PARIS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 09/16/2015
725 OLD POST RD BASIC CARD MEMBER sy — OFF MTH 3,000.00 08/31/2024
FAIRFIELD, CT 068246689 NO

NO

ZAKIA D PARRISH CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 5,000.00 11/09/2022
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 5,000.00 08/31/2027
FAIRFIELD, CT 068246689 — NO

NO

BEVERLY REYNOLDS CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER - — OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 _ NO

NO

MATTHEW RIENDEAU CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 03/24/2021
725 OLD POST ROAD BASIC CARD MEMBER , OFF MTH 4,000.00 08/31/2025
FAIRFIELD, CT 068246689 _ NO

NO

VINCENT RIGOLI CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/13/2019
725 OLD POST RD BASIC CARD MEMBER “ OFF MTH 2,000.00 08/31/2023
FAIRFIELD, CT 06824 — 2 NO

NO

HEATHER ROBINSON CORPORATE PURCHASING CARD ” TOWN OF FAIRFIELD YES TRN 4,200,00 10/15/2021
725 OLD POST ROAD BASIC_CARD * OFF MTH 7,000.00 08/31/2026
FAIRFIELD, CT 068246689 w NO

NO

* Reporting is based on your monthly billing cycle
=*Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts,

CONFIDENTIAL AND PROP‘R!‘_‘"I’#R'.T REPORT OF AMERICAN EXPRESS. USE GF THIS REPORT CONSTITUTES YOUR ACCEPTANCE TO KEEP THIS REPORT CONFIDENTIAL AND YCUR ACKMOWLE DGEMENT OF THE CAYNERSHIP OF THIB REPORT BY AMERICAN EXPRESS
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JAMES V RYAN CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN. 4,500.00 05/04/2015
725 OLD POST RD BASIC CARD MEMBER m OFF MTH 12,000.00 08/31/2023
FAIRFIELD, CT 068246689 _ e NO

NO

AURELIO SARDINHA CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 04/08/2016
725 OLD POST RD BASIC CARD MEMBER _ OFF MTH 5,000.00 08/31/2024
FAIRFIELD, CT 068246689 3796-536421-11008 ' NO

NO

JENNIFER SAVADER CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER — — OFF MTH 1,500.00 08/31/2024
FAIRFIELD, CT 068254867 ‘ NO

NO

CHELSEA SERES CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 5,000,00 03/08/2019
75 MILL PLAIN RD BASIC CARD MEMBER — OFF MTH 40,000.00 08/31/2023
FAIRFIELD, CT 06824 - NO

NO

SCHUYLER SHERWOOD CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 10/25/2013
725 OLD POST RD BASIC CARD MEMBER — OFF MTH 3,000.00 08/31/2026
FAIRFIELD, CT 068246689 — NO

NO

MICHAEL STAHL CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,000.00 02/05/2021
725 OLD POST ROAD BASIC CARD MEMBER _ OFF MTH 4,000.00 08/31/2025
FAIRFIELD, CT 068246689 * NO

NO

* Reporting is based on your monthly billing cycle
“*Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts.
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NANCY F SWEENEY CORPORATE PURCHASING CARD TOWN OF FAIRFIELD TRN 1,500.00 0811372019

725 OLD POST RD BASIC CARD MEMBER — OFF MTH 2,000.00 08/31/2023
NO

FAIRFIELD, CT 06824

NO

JAMES SWIFT CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 2,500.00 04/25/2002
725 OLD POST RD BASIC CARD MEMBER _ OFF MTH 3,000.00 08/31/2025
FAIRFIELD, CT 068246689 , NO

NO

GARY TESTA CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/13/2019

725 OLD POST ROAD BASIC CARD MEMBER * OFF MTH 2,000.00 08/31/2023
: NO

FAIRFIELD, CT 06824

NO

MICHAEL J TESTANI CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 7,500.00 11/02/2022
501 KINGS HWY BASIC CARD MEMBER — OFF MTH 7,500.00 08/31/2027
FAIRFIELD, CT 068254867 — = NO

NO

EDWARD VORNKAHL CORPORATE PURCHASING CARD TOWN £y YES TRN 1,000.00 02/02/2021
725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 10,000.00 08/31/2025
FAIRFIELD, CT 068246689 - NO

NO

RYAN WALKINSHAW CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 500.00 11/15/2016
725 OLD POST RD BASIC CARD MEMBER OFF MTH 2,000.00 08/31/2025
FAIRFIELD, CT 068246689 — NO

NO

* Reporting is based on your monthly billing cycle
**Expiration Date is displayed for active or inactive accounts, Cancel date is displayed for cancelled accounts.
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DFRESS
CORPORATE PAYMENTS i
Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860

Recipient No.: 1159871
Page 16 of 18

Card Member / Product Type / Employee ID [ MYCA Enrolled / Issuance Date /
Address / Accaount Type / Cost Center / Basic Control Account Paper Statements / Expiration Date or
Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**
LAURIE WARFIELD CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 09/18/2015

501 KINGS HWY EAST BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 _ NO

NO

EDWARD WEIHE CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 1,000.00 01/28/2016

100 REEF RD BASIC CARD MEMBER _ OFF MTH 3,000.00 08/31/2024
FAIRFIELD, CT 068245919 — NO

NO

JAMES F WILTSIE CORPORATE PURCHASING CARD - TOWN OF FAIRFIELD YES TRN 3,000.00 05/14/2016

100 REEF RD BASIC CARD MEMBER — OFF MTH 5,000.00 08/31/2024
FAIRFIELD, CT 068245919 _ NO

NO

INACTIVE ACCOUNTS (LAST 12 MONTHS)

MELANIE KARMAZIN CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 09/08/2017
725 OLD POST RD BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2026
NO

FAIRFIELD, CT 06824

NO

RACHEL KELEHER CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 500.00 08/20/2012
501 KINGS HWY EAST BASIC CARD MEMBER — OFF MTH 1,000.00 08/31/2024
FAIRFIELD, CT 068254867 — NO

NO

* Reporting is based on your monthly billing cycle
“*Expiration Date is displayed for aclive or inactive accounts. Cancel date is displayed for cancelled accounts.
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CORPORATE PAYMENTS il
Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860

Recipient No.: 11569871
Page 17 of 18

Card Member / Product Type / Employee ID [ MYCA Enroiled / Issuance Date /
Address / Account Type / Cost Center/ Basic Control Account Paper Statements / Expiration Date or

Guaranteed Status Card Account No. Universal ID Name /No. Membership Rewards Limit Amount Cancel Date**

JUSTIN LIPPMAN CORPORATE PURCHASING CARD TOWN OF FAIRFIELD TRN 2,000.00 10/19/2020

725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 10,000.00 08/31/2025

FAIRFIELD, CT 068246689 — NO

NO

JAMES ZAVODJANCIK CORPORATE PURCHASING CARD — TOWN OF FAIRFIELD YES TRN 5,000.00 11/09/2022

725 OLD POST ROAD iC CARD MEMBER — OFF MTH 5,000.00 08/31/2027

FAIRFIELD, CT 068246689 NO

NO

CANCELLED ACCOUNTS (LAST 3 MONTHS)

KEVIN FOX CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,500.00 08/24/1999

725 OLD POST RD BASIC CARD MEMBER — _ OFF MTH 3,500.00 04/01/2023

FAIRFIELD, CT 068246689 * NO

NO =

JOSEPH GIACOBBE CORPORATE PURCHASING CARD TOWN OF FAIRFIELD YES TRN 1,000.00 01/25/2022

725 OLD POST ROAD BASIC CARD MEMBER — OFF MTH 3,000.00 05/01/2023
NO

FAIRFIELD, CT 068246689 _
NO

* Reporting is based on your monthly bilting cycle.
**Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts,
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Cardmember Listing Report Month: June 2023* Report No.: GR2005-001-(759581580)
TOWN OF FAIRFIELD-CPC Report Date: June 15, 2023 Report Group: 000000000057860

Recipient No.: 1159871
Page 18 of 18

This report was setup with the following Control Accounts:
MCA : 3787-353384-91008

The follewing Basic Conirol Accounts (BCA) had activity in the current period

3787-353404-91005, 3787-356194-91009
Control Accounts with no activity during the period are not included

* Reporting is based on your monthly billing cycle.
**Expiration Date is displayed for active or inactive accounts. Cancel date is displayed for cancelled accounts.
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Simpson, Cathleen

From: Courtemanche, Joanne

Sent: Tuesday, June 20, 2023 3:29 PM

To: Simpson, Cathleen

Subject: FW: Updated Credit Card Excel Spreadsheet (DH Responses)
Attachments: Copy of Credit Card User Justification (JC).xlsx

Here you go!

From: Courtemanche, Joanne

Sent: Tuesday, April 25,2023 12:01 PM

To: Ritchey, Peter <PRitchey@fairfieldct.org>

Cc: Simpson, Cathleen <CSimpson@fairfieldct.org>

Subject: Updated Credit Card Excel Spreadsheet (DH Responses)

Hi Peter & Cathleen:

Attached please find the EXCEL spreadsheet with the Department Head responses regarding their credit card holders.

Joarwne Cowrtemanche

Labor Relations Specialist, Human Resources
Town of Fairfield

725 Old Post Road

Fairfield, CT 06824

Office: 203-256-3058

Cell: 475-450-4606



Town of Fairfield Credit Card Holders
(As of 3/21/2023)

Should They Retain A

General Type of Purchases

Do You Have A Auditing
Process To Inventory

Do You Have Credit Card

Credit Card Person Credit Card? (EX., Programs, Projects, Purchased Items Attestatlons Signed by
Department Employee Name Title Union Issuance Date Responding {Yes/No) Events, etc.) Specific Type of Purchases {Yes / No) Is there an Alternative Purchase Process? Employee Prior to 20212 |Comments
BUILDING MAHONEY, PATRICK BUILDING INSPECTOR THEA 7/8/2022
CONSERVATION CREW CHIEF DPW Request to be Invoiced by vendor when In-store purchases most
CONSERVATION COARSE, THOMAS 3/28/2016 T. Bishop Yes Supplies/Materials N/A Yes possible Unknown often
DIRECTOR OF CONSERVATION DH General purchases,
training, misc. materials, Request to be Invoiced by vendor when Online purchases most
CONSERVATION BISHOP, TIMOTHY 11/17/2021 T. Bishop Yes projects N/A Yes possible Unknown often
DIRECTOR OF COMMUNITY & ECON D DH
CT Post/NYT Digital
Subscriptions; Square Space,
Zoom; Survey Monkey and
Mailchimp Subscriptions
{web based service
providers); professional
memberships and
program expenses, on-line [registration fees; advertising
registration fees, digital expenses (facebook; Star
ECONOMIC DEVELOPMENT BARNHART, MARK, 11/25/2013 yes subscriptions 99.9; Hearst Media) yes not really yes
ENGINEERING MANAGER POL
Education, office supplies In the past, Purchasing
and equipment, Reference manuals, No, however, more expensive purchases are has indicated to use
miscellaneous special webinars, licenses, approved through John Marsilio, Director of credit card for smaller
ENGINEERING HURLEY, WILLIAM 3/29/2001 Yes department supplies equipment and supplies No, purchased as needed Public Works Not sure {less than $75) purchases
ASSISTANT SURVEY CREW THEA Survey equipment and
Survey & special supplies, materials for Purchases over $50 require department head
ENGINEERING CHIZMADIA, JOHN Yes department supplies projects No, purchased as needed or management approval Not sure
CONTROLLER PETA . ]
Jared Schmitt Yes Association Fees Onlmé cIassAes, me_rr_\bershlp NA Not in all cases. No other practical alternative |Unknown
fees, financial certifications
FINANCE BOSSE, CAITLIN 2/10/2014
FIRE ASSISTANT CHIEF FIRE No- Some items are less expensive by C.C. or
EIRE BARRY, PATRICK 11/9/2022 DMc and KD Yes routine/emergency Best prices small items Yes unavailably by P.O.
FIRE ASSISTANT CHIEF FIRE No- Some items are less expensive by C.C. or
FIRE CAISSE, ROGER 4/18/2017 DMc and KD Yes routine/emergency FD equipment Yes unavailably by P.O.
FIRE ASSISTANT CHIEF FIRE No- Some items are less expensive by C,C. or
FIRE KALAPIR, ERIK 6/12/2013 DMc and KD Yes routine/emergency Communication items Yes unavailably by P.O.
FIRE ASSISTANT CHIEF FIRE No- Some items are less expensive by C.C. or
FIRE SHERWOOD, SCHUYLER 10/25/2013 DMc and KD Yes routine/emergency FD equipment Yes unavailably by P.O.
FIRE CHIEF PFCH No- Some items are less expensive by C.C. or
FIRE MCCARTHY, DENIS 10/7/2015 DMc and KD Yes routine/emergency FD equipment Yes unavailably by P.O.
FIRE DEPUTY PFCH FD equipment, appliance No- Some items are less expensive by C.C. or
FIRE DUNN, KYRAN 3/25/2015 DMc and KD Yes routine/emergency repairs Yes unavailably by P.O.
FIRE LIEUTENANT FIRE No- Some items are less expensive by C.C. or
FIRE DELMHORST, ROBERT 3/25/2015 DMc and KD Yes routine/emergency FD equipment Yes unavailably by P.O.
FIRE MASTER MECHANIC FIRE No- Some itemns are less expensive by C.C. or
FIRE DEMKO, RICKARD 3/15/2005 DMc and KD Yes routine/emergency Mechanic parts Yes unavailably by P.O.
FIRE MECHANIC FIRE No- Some items are less expensive by C.C. or
FIRE GILLIS, DAVID 1/26/2023 DMc and KD Yes routine/emergency Mechanic parts Yes unavailably by P.O.
S HRSE DH No- Some items are less expensive by C.C. or
FIRE GOMOLA, GECRGE /‘\\ = ')T O W ‘C 1= 2/8/2016 DMc and KD Yes routine/emergency FD equipment Yes unavailably by P.O.
FIRST SELECTWOMAN KUPCHICK, BRENDA FIRST SELECTWOMAN EO 2/12/2020

Page 1of 6
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Town of Fairfield Credit Card Holders

{As of 3/21/2023)
Do You Have A Auditing
Should They Retain A| General Type of Purchases Process To Inventory Do You Have Credit Card
Credit Card Person Credit Card? {EX., Programs, Projects, Purchased ltems Attestatlons Signed by
Department Employee Name Title Union Issuance Date Responding {Yes/No) Events, etc.) Specific Type of Purchases (Yes / No) Is there an Alternative Purchase Process? Employee Prior to 2021? |C
DIRECTOR OF HEALTH DH
General supplies, occaisional Yes for some we could go through the | believe we had to review
As previously directed by [travel costs related to traditional slower process through the an email sent by Connie
Purchasing to make small [approved out of state travel, |No, we were never asked to |Purchasing Department. Some online Saxl then reply that we
local or online purchases  |a few online services such as [have and auditing process to |purchases may not be able to occur with out  |reviewed it. | don't recall
HEALTH CLEARY. SANDS 8/30/1999 Sands Cleary Yes for various needed items  |Survey Monkey inventory purchased items. |credit card use. signede attestations.
FIRE ASSISTANT CHIEF FIRE
Yes for some we could go through the | believe we had to review
As previously directed by traditional slower process through the an email sent by Connie
Purchasing to make small  |Supplies for educational No, we were never asked to |Purchasing Department. Some online Sax| then reply that we
local or online purchases programs and other have and auditing process to |purchases may not be able to occur with out  |reviewed it. | don't recall
HEALTH JARONKO (GALBO), SANTINA 8/19/2015 Sands Cleary Yes for various needed items departmental needs inventory purchased items. |credit card use. signede attestations.
MAINTENANCE REPAIRMAN IV DPW
Yes for some we could go through the | believe we had to review
As previously directed by  |Supplies for environmental traditional slower process through the an email sent by Connie
Purchasing to make small  |health and other needs such |No, we were never asked to |Purchasing Department. Some online Saxl then reply that we
local or online purchases as thermometers, test strips, |have and auditing process to |purchases may not be able to occur with out  |reviewed it. | don't recall
HEALTH GUERRERA, ROBERT 12/21/2007 Sands Cleary Yes for various needed items  |flu/covid clinic related costs. |inventory purchased items. |credit card use. signede attestations.
SUPERVISOR OF NURSES PETA
Yes for some we could go through the | believe we had to review
As previously directed by traditional slower process through the an email sent by Connie
Purchasing to make small  |Supplies for nursing related |No, we were never asked to |Purchasing Department. Some online Sax! then reply that we
local or online purchases  |issues including flu/covid have and auditing process to |purchases may not be able to occur with out  |reviewed it. | don't recall
HEALTH MITCHELL, JILL 2/8/2016 Sands Cleary Yes for various needed items items, inventory purchased items. |credit card use. signede attestations.
DIRECTOR OF SOCIAL/HUMANSRVS DH table clothes, exercise
HUMAN SERVICES DEMARCO, JULIE 8/9/2018 Julie DeMarco yes programs, events, supplies |equipment, no no no
DIRECTOR OF IT DH Dave Kelley Y Smaller IT devices, supplies, | Cables, toner/ink, tools, No Make hundreds of purchase orders (for No Credit card saves LOTS of
monthly subscriptions converters, parts, vendors who accept them) time, is faster, and more
Webex/Zoom/Free efficient. We should
Conference Call/MailChimp have "cash back" cards
I KELLEY, DAVID 1/19/2017 that claw back some
PROGRAMMER/ANALYST PETA Dave Kelley Y Smaller IT devices, supplies, |Cables, toner/ink, tools, No Make hundreds of purchase orders (for No Justin backs up Dave
monthly subscriptions converters, parts, vendors who accept them) Kelley
Webex/Zoom/Free
Conference Call/MailChimp
I LIPPMAN, JUSTIN 10/19/2020
CHILDREN SERVICES LIBRIARIAN PETA
Prior to the recent form
change, the statement was
submitted by the
cardholder with all
reciepts. The
Most items are low in cost and many of the Reconciliation form was
Art & craft supplies, etc for online vendors will not invoice. So no prepared and budget lines
children's programs. Books, |Suppy items are purchased |alternative for most. If the Town were to were assigned by the
Library program supplies, [realia, media with limited only as needed, Library make available an amazon account to use Deputy Town Librarian
library materials, prof dev  |availability from, Staff dev materials are cataloged in efficiently that could be an alternative to many |who was the signer of the
LIBRARY LYHNE, TAMARA 4/11/2018 ¥ class classes our ILS purchases. form
C:\Users\csit \AppData\Lacal\Mit \Wii \iN oche\Content Outlook\81 Y78i75\Copy of Credit Card User Justification (iC)
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Town of Fairfield Credit Card Holders

(As of 3/21/2023}
Do You Have A Auditing
Should They Retaln A| General Type of Purchases Process To Inventory Do You Have Credit Card
| Credit Card Person Credit Card? {EX., Programs, Projects, Purchased Items Attestations Signed by
Department Employee Name Title Union Issuance Date R ding {Yes/No) Events, etc.) Specific Type of Purchases (Yes / No}) Is there an Alternative Purchase Process? Employee Prior to 2021? |C
DEPUTY TOWN LIBRIARIAN PETA
Most items are low in cost and many of the Prior to the recent form
online vendors will not invoice. So no change. Budget lines were
program supplies, library Suppy items are purchased |alternative for most. If the Town were to assigned and the
material, office supply, prof only as needed. Library make available an amazon account to use Reconciliation form was
development, meetings and|art & craft items, monthly materials are cataloged in efficiently that could be an alternative to many |prepared and signed by
LIBRARY FISHER, JANET 12/5/2012 y memberships shutterstock our ILS purchases. the Town Librarian
HEAD ADULT SERVICES PETA
Prior to the recent form
change, the statement was
submitted by the
cardholder with all
reciepts. The
Most items are low in cost and many of the Reconciliation form was
online vendors will not invoice. So no prepared and budget lines
Suppy items are purchased |alternative for most. If the Town were to were assigned by the
only as needed. Library make svailable an amazon account to use Deputy Town Librarian
library materials, program |library books, DVDs, materials are cataloged in efficiently that could be an alternative to many |who was the signer of the
LIBRARY BAHR, PHILIP 9/25/2018 v supplies occasional program supplies |our ILS purchases, form
HEAD OF BRANCH SERVICES PETA
Prior to the recent form
change, the statement was
submitted by the
cardholder with all
reciepts. The
Most items are low in cost and many of the Reconciliation form was
online vendors will not invoice. So no prepared and budget lines
Suppy items are purchased |alternative for most. If the Town were to were assigned by the
only as needed. Library make available an amazon account to use Deputy Town Librarian
program supplies, library  |monthly zoom subs, art & materials are cataloged in efficiently that could be an alternative to many |who was the signer of the
LIBRARY SWEENEY, NANCY 8/13/2019 v material craft supplies, etc., books, |our ILS purchases. form
INFO TECH LIBRARIAN PETA
Prior to the recent form
change, the statement was
submitted by the
cardholder with all
Most purchases are for items needed as reciepts. The
quickly as possible for IT operations to run Reconciliation form was
smoothly. Due to the nature of the library's prepared and budget lines
Suppy items are purchased | public-facing services and services, some were assigned by the
minor software subscriptions [only as needed. Library equipment is specialized, Examples: Small, low- | Deputy Town Librarian
IT accessories, software, on automatic renewal, materials are cataloged in cost items such as plugs and cords, etc. The IT [who was the signer of the
LIBRARY SWIFT, JAMES 4/25/2002 % incidentals equipment accessories our ILS director is informed of purchases, form
C:\Users\esi \AppDataliccal\Mic Wi \INetCache\Content Outlook\B1Y78175\Copy of Credit Card User Justification (JC)
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Town of Fairfield Credit Card Holders

(As of 3/21/2023)

Should They Retain A| General Type of Purchases

Do You Have A Audlting
Process To Inventory

Do You Have Credit Card

Credit Card Person Credit Card? (EX., Programs, Projects, Purchased Items Attestations Signed by
Department |Employee Name Title Union I e Date Responding {Yes/No) Events, etc.) Specific Type of Purchases {Yes / No) Is there an Alternative Purchase Process? Employee Prior to 2021? |Comments
TEEN LIBRARIAN PETA
Prior to the recent form
change, the statement was
sisbmitted by the
Most items are low in cost and many of the cardholder with all
online vendors will not invoice. So no reciepts. Budget lines were
Suppy items are purchased |alternative for most. If the Town were to assigned and
Items for teen programming, [only as needed. Library make available an amazon account to use [Reconciliation form was
Program supplies, library  [library books and other Teen [materials are cataloged in efficiently that could be an alternative to many |signed by the Deputy Town
LIBRARY LASEMAN, JENNIFER 4/13/2018 y materials materials our ILS purchases. Librarian
TOWN LIBRARIAN DH
Prior to the recent form
change, the statement was
submitted by the
cardholder with all
reciepts. The
Reconciliation form was
prepared and budget lines
Professional development, were assigned by the
incidental supplies, Deputy Town Librarian
equipment, library who was the signer of the
LIBRARY JARZOMBEK, SCOTT 4/19/2022 y materials, memberships form
ASSISTANT DIR OF RECREATION PETA Constant Contact, Yes, February 1, 2018 is on
PARKS & RECREATION BROWN, GAYLEN 2/6/2018 A. Calabrese YES Recurring memberships TheKnot.com, SiriusXM Yes Not to my knowledge file
FOREMAN Il DPW Would suggest CC use be
limited to Generat
Potentially PO's but would not happen Supervisor of Parks or
PARKS & RECREATION SARDINHA, AURELIO 4/8/2016 A. Calabrese YES Last minute purchases Home Depot etc Yes immediately No Parks Supervisor
GENERAL SUPV OF PARKS PETA
RETIRING - LAST DAY IN
PARKS & RECREATION FOX, KEVIN 8/24/1999 A. Calabrese NO Last minute purchases Home Depot etc Yes No OFFICE IS 4/19/2023
MARINA COORDINATOR THEA Works weekends so
having access to a CC
Potentially PO's but would not happen makes sense for
PARKS & RECREATION CATHCART, JUSTIN 9/1/2020 A. Calabrese YES Last minute purchases Home Depot etc Yes immediately Yes, January 14, 2021 emergency purchases
PARKS & RECREATION NOVAK, DOUGLAS PARKS SUPERVISOR DH 9/20/2021 A, Calabrese YES Last minute purchases Home Depot etc Yes No
REC/AQUATICS COORDINATOR THEA Potentially PO's but would not happen
PARKS & RECREATION BUCKHOLTZ, SCOTT 11/19/2021 A. Calabrese YES Last minute purchases Lifeguard supplies etc Yes immediately
YOUTH & RECREATION COORDIN THEA
Responsibilities in office
have changed. Should
swap Chelsea Seres with
Amuesment Parks and Field Gianna Salce after her
PARKS & RECREATION SERES, CHELSEA 3/8/2019 A. Calabrese YES Camp Field Trips Trips Yes No, these trips are paid day of the outing Yes, March 4, 2019 probation period.
FOREMAN IV DPW Potentially PO's but would not happen
PARKS & RECREATION/GOLF COURSE  |JOHNSON, JOHN 2/8/2018 A. Calabrese YES Last minute purchases Home Depot etc Yes immediately No
GOLF COURSE SUPERINTENDENT PCAP Potentially PO's but would not happen
PARKS & RECREATION/GOLF COURSE  |GRACE, PETER 10/23/2001 A. Calabrese YES Last minute purchases Home Depot etc Yes immediately No
Police Detective Sergeant POLICE Fierarms related, No, careful review of Purchase order, Invoice{when possible) or
POLICE 10LI, CHRISTOPHER 7/8/2014 YES General Investigations, Rentals statements each month  |Petty Cash Unknown
Police Captain POLICE Building or training related No, careful review of Purchase order, Invoice(when possible) or
POLICE GRANATA, ANTONIO 7/13/2020 YES Maintenance & Repair |needs statements each month | Petty Cash Unknown
C:\Users\csimpson\AppData\Local\Mi \ ache\Content. Outlook\81¥78175\Copy of Credit Card User Justification (iC)
Page 4 of 6 Tof Credit Card Recipients



Town of Fairfield Credit Card Holders
(As of 3/21/2023)

Should They Retain A

General Type of Purchases

Do You Have A Auditing
Pracess To Inventory

Do You Have Credit Card

Credit Card Person Credit Card? | {EX., Programs, Projects, Purchased Items Attestations Signed by
Department Employee Name Title Union Issuance Date Responding {Yes/No) Events, etc.) Specific Type of Purchases {Yes / No} Is there an Alternative Purchase Process? Employee Prior to 2021? |Comments
Master Machanic...fleet manager PETA No, careful review of Purchase order, Invoice(when possible) or
POLICE HINE, WILLIAM 10/6/2010 YES Maintenance & Repair |Auto parts and repairs statements each month  |Petty Cash Unknown
Police Captain....FCRD Manager Non-Union Food for ECC, Miscellaneous No, careful review of Purchase order, Invoice{when possible) or
POLICE KOVAL, PETER 7/13/2020 YES Food & mis. repairs Expenses statements each month  |Petty Cash Unknown
POLICE CHIEF Non-Union No, careful review of Purchase order, Invoice(when possible} or
POLICE KALAMARAS, ROBERT 5/11/2015 YES Miscellaneous Expenses |Miscellaneous Expenses statements each month  |Petty Cash Yes
POLICE DEPUTY CHIEF Non-Union Miscellaneous Expenses,
employee recognition No, careful review of Purchase order, Invoice(when possible) or
POLICE BRODERICK, KEITH 5/11/2015 YES Miscellaneous Expenses |programs statements each month  |Petty Cash Yes
POLICE LIEUTENANTS POL Training, Classes,
Memberships and No, careful review of Purchase order, Invoice{when possible) or
POLICE ESPOSITO, FELIX 2/21/2018 YES Classes and Memberships |Certifications statements each month  |Petty Cash Unknown
POLICE LIEUTENANTS POL Building projects, ECC
Equipment, Computer No, careful review of Purchase order, Invoice(when possible) or
POLICE PARIS, MICHAEL 9/16/2015 YES Maintenance & Repair [related repairs statements each month  |Petty Cash Unknown
POLICE LIEUTENANTS POL No, careful review of Purchase order, Invoice(when possible) or
POLICE RIENDEAU, MATTHEW 3/24/2021 YES Miscellaneous Expenses |Miscellaneous Expenses statements each month  |Petty Cash Unknown
POLICE LIEUTENANTS POL No, careful review of Purchase order, Invoice{when possible} or
POLICE IRIZARRY, HECTOR 1/26/2023 YES Miscellaneous Expenses | Traffic Unit, Marine Unit statements each month  |Petty Cash Unknown
POLICE OFFICER POL . . No, careful review of Purchase order, Invoice{when possible} or
X X Building Maintenance, Food fi
POLICE PANILAITIS, MATTHEW 6/14/2019 YES Maintenance & Repair statements each month  |Petty Cash Unknown
POLICE SERGEANT POL Training, Training Classes, No, careful review of Purchase order, Invoice{when possible) or
POLIGE STAHL, MICHAEL 2/5/2021 YES Classes and Memberships |Memberships statements each month  |Petty Cash Unknown
Police Sergeant ..School Resource Supery POL No, careful review of Purchase order, Invoice{when possible) or
POLICE WILTSIE, JAMES 5/14/2016 YES Programs and Projects  |School Safety, Marine Unit statements each month  |Petty Cash Unknown
POLICE CAPTAIN Non-Union
Miscellaneous Expenses,
Food for Community and
Staff Meetings, employee No, careful review of Purchase order, Invoice{when possible) or
POLICE WEIHE, EDWARD 1/28/2016 YES Miscellaneous Expenses |recognition programs statements each month | Petty Cash Unknown
ANIMAL CONTROL OFFICER PETA Animal and Personnel No, careful review of Purchase order, invoice(when possible) or
POLICE/ANIMAL CONTROL MILLER, PAUL 9/9/2003 YES Support Animal Food, Temp Uniforms| statements each month  |Petty Cash Unknown 9 month wait tme on unifc
BUILDING MAINT SUPERVISOR PETA
bldg maint supplies, parts,
Projects, Events, Public special orders, online
PUBLIC WORKS RYAN, JAMES 5/4/2015 Patti/Jlames Yes Safety purchases, training yes No No
GENERAL TREE FOREMAN PETA trees supplies, licenses,
PUBLIC WORKS MINDER, JEFFREY 4/10/2015 Patti/leff Yes Programs, Events conferences/workshops yes No No
MAINTENANCE REP 11l DPW day to day department
PUBLIC WORKS RIGOLI, VINCENT 8/13/2019 Patti/James Yes Projects supplies yes No No
MAINTENANCE REP 11l DPW day to day department
PUBLIC WORKS TESTA, GARY 8/13/2019 Patti/lames Yes Projects supplies yes No No
MAINTENANCE REPAIRMAN il DPW
Day to day supplies needed,
PUBLIC WORKS DITULLIO, JOHN 7/15/2015 Patti/George Yes Events, Public Safety highway job supplies yes No No
MAINTENANCE REPAIRMAN I DPW day to day department
PUBLIC WORKS WALKINSHAW, RYAN 11/15/2016 Patti/James Yes Projects supplies yes No No
MASTER MECHANIC POLICE pPw day to day department
PUBLIC WORKS HAYES, DANIEL 11/16/2016 Patti/James Yes Projects supplies yes No No
PART TIME DRIVER PT
subcription to Automotive
Repair Info {(Motologic},
Parts, Training, Department |online purchases, parts,
PUBLIC WORKS VORNKAHL, EDWARD 2/2/2021 Patti/Dean Yes Supplies tools, training yes No No
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Town of Fairfield Credit Card Holders

(As of 3/21/2023)
B Youitaee A Auzlting
5l.ould They Retain A| General Type of Purchases Process Ta lnvent oy Do You Have Credit Card
2 Credit Card Person Credit Card? | [EX., Progranis, Projects, Furchasad ltams | Attestations Signed by

Department Employee Name Title Union Issuance Date R ding {Yes/No) Events, elc.) Speciflc Type ctifturchazis (Yes/ No) s there anAltamnative Rurehiese Process? |Employee Prior to 20217 |Ci t

TOWN GLERK BROWNE, BETSY TOWN CLERK £0 9/17/2020

WPCA |soDiE. JoHN SUPERINTENDENT OF WPC FAC/OP PETA 10/12/1998

P 6of6 cy \esi \AppDato) \Mic \ ‘ache\Content.Oullook\81Y78i75\Copy of Credit Card User ustification {/C}
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SURVEY RESPONSES (EXAMPLES)
JUSTIFICATION FOR CREDIT CARD

In response to the question of whether there is an alternative purchasing process, responses
varied from “no” to the following examples:

Request to be invoiced by vendor when possible (Conservation)

Not really (Economic Development)

Purchases over $50 require department head approval (Engineering)

Yes-for some we could go through the traditional slower process; some online purchases
many not be able to occur without credit card use (Health)

Make hundreds of purchase orders for vendors who accept them (IT)

Most items are low in cost and many of the online vendors do not invoice. So no
alternative for most. If the Town were to make available an amazon account to use
efficiently that could be an alternative to many purchases. (Library)

Most purchases are for items needed as quickly as possible for IT operations to run
smoothly. Due to the nature of the library’s public-facing services...some equipment is
specialized. Examples: small, low cost items such as plugs and cords, etc. The IT director
1s informed of purchases. (Library)

Potentially PO’s but would not happen immediately. (Parks)

Purchase order, invoice (when possible) or petty cash (Police)

In response to the question regarding attestations signed prior to 2021, Fire did not respond and
other responses include:

Unknown (Conservation)

Yes (Economic Development)

Not sure (Engineering)

Unknown (Finance)

Believe we had to review an email sent by Connie Saxl then reply that we reviewed it-no
recollection of signing an attestation (Health)

Prior to the recent form change, the statement was submitted by the cardholder with all
receipts. The reconciliation form was prepared and budget lines were assigned by the
Deputy Town Librarian who was the signer of the form (Library)

Yes. February 1, 2018 is on file (Parks)

Yes, January 14, 2021 (Parks)

Unknown (Police)

No (Public Works)

Under comments, the responses include the following:

In the past, Purchasing has indicated to use credit card for smaller purchases (less than
$75) (Engineering)



Credit card saves LOTS of time, and more efficient. We should have “cash back” cards
that claw back some. (IT)

Would suggest credit card use be limited to General Supervisor of Parks or Parks
Supervisor ((Parks)

Work weekends to having access to credit card makes sense for emergency purchases
(Parks)



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, January 31, 2023 2:45 PM
To: ‘Lori T. Charlton'

Subject: RE: AMEX Request

No worries!

From: Lori T. Charlton <ltcharlton@optimum.net>

Sent: Tuesday, January 31, 2023 2:24 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Subject: Re: AMEX Request

Thanks, I will try you in a little bit. PS, sorry about the misspelling of your name below — spelicheck problems!

Sent from my iPhone

On Jan 31, 2023, at 2:10 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi Lori,

Sorry for the delayed response. | was in meetings and just getting some air finally! | am available if
you would like to call me. You can call my cell phone at (203) 526-3332.

Best,

Cathleen

From: Lori T. Charlton <ltcharlton@optimum.net>
Sent: Monday, January 30, 2023 6:42 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: Re: AMEX Request

Kathleen,

Do you have some time to catch up tomorrow? | am traveling back to Connecticut in the morning, but
I’'m available in the afternoon. Please let me know.

Regards
Lori

Sent from my iPhone

On Nov 22, 2022, at 5:07 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

1



Good Evening,

| spoke to Jim Baldwin who reported he had a telephone conversation with Ms. Kery
concerning her FOIA request. My understanding its being addressed. If you need
further assistance from me or the HR Team, please do not hesitate to contact me.

Happy Thanksgiving!
Best,

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, November 22, 2022 11:58 AM

To: 'Lori T. Charlton' <ltcharlton@optimum.net>; Baldwin, James
<jbaldwin@cbklaw.net>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Schmitt, Jared
<JSchmitt@fairfieldct.org>; Foley, Gerald <GFoley@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: RE: AMEX Request

Good Afternoon,

| will follow up on this. | have a FOIA request from Dana Kery for a seemingly
unrelated matter which [ am working on. We are a bit behind due to the volume
but will make this a priority.

Best,

Cathleen

From: Lori T. Charlton <ltcharlton@optimum.net>

Sent: Tuesday, November 22, 2022 11:48 AM

To: Baldwin, James <jbaldwin@cbklaw.net>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Simpson, Cathleen
<CSimpson@fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>; Foley, Gerald
<GFoley@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: AMEX Request

Thank you. Will wait to hear back from Cathleen.

Sent from my iPhone

On Nov 22, 2022, at 10:42 AM, James Baldwin <jbaldwin@cbklaw.net>
wrote:

Hi Lori:



| am sharing your email with the appropriate principals involved. The
HR department, soon to be staffed with a new paralegal, is handling all
FOI compliance matters going forward.

As | am not familiar with the details of this request or where the
compliance stands, | defer to this team for a response to your specific
questions and concerns.

Best, Jim

James T. Baldwin
<image001.jpg>
Town Attorney

Coles, Baldwin, Kaiser & Creager Lic

Attorneys and Counselors at Law
1 Eliot Place, 3™ Floor
Fairfield, Connecticut 06824

Tel: 203.319.0800 (Ext 302)
Fax: 203.319.1210

The information contained in this message may be privileged and confidential as an
attorney-client communication or other privileged communication and it may be
protected from disclosure. If the reader of this message is not the intended recipient,
you are hereby notified that any dissemination, distribution or copying of this
communication is strictly prohibited and no waiver of any privilege is intended. If you
have received this communication in error, please notify the sender immediately by
replying to the message and deleting it from your computer.

From: Lori T. Charlton <Itcharlton@optimum.net>
Sent: Tuesday, November 22, 2022 9:16 AM

To: James Baldwin <jbaldwin@cbklaw.net>

Cc: Chris DeWitt <ChrisDeWitt103@gmail.com>
Subject: Fwd: AMEX Request

Jim,

I hope you are well. | am not sure if this request is most appropriately
addressed to you from a legal perspective or to Cathleen from a FOIA
perspective, but | trust you can advise me appropriately.

Dana Kery’s email (below in the chain) raises a number of concerns for
me.

First, she has made a FOIA request related to the Town’s Amex credit
card transactions that she believes has not been adequately addressed,
and she indicates her intent to file a complaint. | hope that someone
can look into this promptly and the request can be satisfied without a
complaint being filed and having the Town cost incur additional costs to
respond. I'm no expert on the intricacies of FOIA, but she doesn’t
appear to be requesting any information that is confidential or can’t be
provided. | leave that to you.



Second, she indicates that the Amex information she did receive raised
concerns that were similar to the issues raised in the DPW audit. | don’t
have the information to make a judgement on this but | would like these
concerns to be taken seriously and vetted, minimally by our Internal
Auditor. As you may recall, the DPW audit was issued 2 1/2 years ago,
and its findings included serious weaknesses with purchasing policies
and procedures. The most significant recommendations in that report
(relating to development of a revised purchasing policy) remain
unaddressed, inexcusably and to the great frustration of everyone on
the BOF. So while | have no idea whether Ms. Kery’s concerns are
legitimate, they certainly raise red flags and alarm bells for me.

I will confess that | don’t know if the Town has a reporting protocol in
place when an issue like this is brought to the information to the
attention of an elected official. (Probably something that should be
addressed in a training for all elected officials.) In this case | assume the
right thing to was to raise it with you but | also feel obligated to bring it
to the board’s attention.

Please advise. Thank you.

Lori

Sent from my iPhone

Begin forwarded message:

From: Dana Kery <danakery@gmail.com>

Date: November 21, 2022 at 3:18:39 PM EST

To: Lori Charlton <ltcharlton@optimum.net>, Chris
Dewitt <chrisdewitt103 @gmail.com>

Subject: Fwd: AMEX Request

Hello Lori and Chris,

As a follow up to a Town of Fairfield internal audit
presented by Connie Nolfi to BOF, March 2021, |
emailed a request to Jared Schmitt to view or receive
copies of the Town of Fairfield American Express credit
card statements, including usage by all card holding
Town employees. My original email request was
9/12/22, which | received a confirmation of receipt on
9/19/22. On 10/14/22, | received pdf copies of the
monthly summaries, not the individual statements, and
a copy of the Town credit card policy via email.

After reviewing the summaries, on 10/14/22, | emailed

a request to view the reconciliation statements

associated with the monthly summaries. | have not

received a reply; | sent a follow up request to view the
4



documents on 11/3/22 and 11/15/22. 1 have not
received a reply.

The DPW audit completed by Joe Centofanti indicated
there were 12 Town employees holding an American
Express card; | am not certain if Joe was only including
DPW employees or all Town employees. These monthly
summaries indicate there are 90 Town American
Express cardholders.

I have lost track of the implementation of the updated
purchasing policy by the Audit Subcommittee. | wanted
to loop you both in as these monthly summaries
potentially present with similar concerns found in the
DPW audit and the internal audit. 1 do plan to file a
complaint with CT FOl Commission, as | believe the
denial to view the documents is an unreasonable denial.

Thanks.
Dana

Begin forwarded message:

From: Dana Kery
<danakery@gmail.com>

Date: November 3, 2022 at 3:07:23 PM
EDT

To: "Schmitt, Jared"
<JSchmitt@fairfieldct.org>

Subject: Re: AMEX Request

Hello Jared,

Following up on my request to view the
reconciliation statements associated
with the June, July, August 2022 Town
of Fairfield American Express
statements.

Thank you.
Dana Kery

Sent from my iPhone



On Oct 14, 2022, at
3:52 PM, Dana Kery
<danakery@gmail.com
> wrote:

Hi Jared,

May | schedule a day to
come to the office to
view the reconciliation
statements associated
with these monthly
summaries?

Thank you.
Dana

Sent from my iPhone

On Oct
14,
2022,
at 9:10
AM,
Schmitt
, Jared
<JSchmi
tt@fairf
ieldct.o
rg>
wrote:

Hi
Dana,

Please
see the
attach
ments—— - —— — - —- —-
for
credit
policy,
form,
and
monthl
y
reports.
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<CC Request Form.pdf>
<Credit Card Policy.pdf>
<20220919120114.pdf>
<20220919120041.pdf>
<20220919120011.pdf>

Let me
know if
you
have
questio
ns.

Jared
Schmitt
Chief
Fiscal
Officer

Town
of
Fairfiel
d
Sullivan
Indpen
dence
Hall
725 Old
Post
Road
Fairfiel
d, CT
06824

203.25
6.3032



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, January 31, 2023 3:30 PM
To: ‘Lori T. Charlton'

Subject: RE: AMEX Request

Hi Lori,

I'am in a meeting at 3:30 and then have to hop over to the Clerk’s office. | should be available at 4:14 and
thereafter,

Best,

Cathleen

From: Lori T. Charlton <Itcharlton@optimum.net>

Sent: Tuesday, January 31, 2023 2:24 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Subject: Re: AMEX Request

Thanks, | will try you in a little bit. PS, sorry about the misspelling of your name below — spellcheck problems!

Sent from my iPhone

On Jan 31, 2023, at 2:10 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi Lori,

Sorry for the delayed response. | was in meetings and just getting some air finally! | am available if
you would like to call me. You can call my cell phone at (203) 526-3332.

Best,

Cathleen

From: Lori T. Charlton <ltcharlton@optimum.net>
Sent: Monday, January 30, 2023 6:42 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: Re: AMEX Request

Kathleen,

Do you have some time to catch up tomorrow? | am traveling back to Connecticut in the morning, but
I’'m available in the afternoon. Please let me know.



Regards
Lori

Sent from my iPhone

On Nov 22, 2022, at 5:07 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Good Evening,

| spoke to Jim Baldwin who reported he had a telephone conversation with M< Kery
concerning her FOIA request. My understanding its being addressed. If you need
further assistance from me or the HR Team, please do not hesitate to contact me.

Happy Thanksgiving!
Best,

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, November 22, 2022 11:58 AM

To: 'Lori T. Charlton' <ltcharlton@optimum.net>; Baldwin, James
<jbaldwin@cbklaw.net>

Cc: DeWitt, Christopher <chrisdewitt103 @gmail.com>; Schmitt, Jared
<JSchmitt@fairfieldct.org>; Foley, Gerald <GFoley@fairfieldct.org>; Ritchey, Peter
<PRitchey@fairfieldct.org>

Subject: RE: AMEX Request

Good Afternoon,

| will follow up on this. | have a FOIA request from Dana Kery for a seemingly
unrelated matter which | am working on. We are a bit behind due to the volume
but will make this a priority.

Best,

Cathleen

From: Lori T. Charlton <ltcharlton@optimum.net>

Sent: Tuesday, November 22, 2022 11:48 AM

To: Baldwin, James <jbaldwin@cbklaw.net>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Simpson, Cathleen
<CSimpson@fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>; Foley, Gerald
<GFoley@fairfieldct.org>; Ritchey, Peter <PRitchey@fairfieldct.org>

Subject: Re: AMEX Request

Thank you. Will wait to hear back from Cathleen.

Sent from my iPhone



On Nov 22, 2022, at 10:42 AM, James Baldwin <jbaldwin@cbklaw.net>
wrote:

Hi Lori:

I'am sharing your email with the appropriate principals involved. The
HR department, soon to be staffed with a new paralegal, is handling all
FOI compliance matters going forward.

As | am not familiar with the details of this request or where the
compliance stands, | defer to this team for a response to your specific
questions and concerns.

Best, Jim

James T. Baldwin
<image001.jpg>
Town Attorney
Coles, Baldwin, Kaiser & Creager LLC
Attorneys and Counselors at Law

1 Eliot Place, 3™ Floor
Fairfield, Connecticut 06824

Tel: 203.319.0800 (Ext 302)
Fax: 203.319.1210

The information contained in this message may be privileged and confidential as an
attorney-client communication or other privileged communication and it may be
protected from disclosure. If the reader of this message is not the intended recipient,
you are hereby notified that any dissemination, distribution or copying of this
communication is strictly prohibited and no waiver of any privilege is intended. If you
have received this communication in error, please notify the sender immediately by
replying to the message and deieting it from your computer.

From: Lori T. Charlton <itcharlton@optimum.net>
Sent: Tuesday, November 22, 2022 9:16 AM

To: James Baldwin <jbaldwin@cbklaw.net>

Cc: Chris DeWitt <ChrisDeWitt103@gmail.com>
Subject: Fwd: AMEX Request

Jim,

I hope you are well. | am not sure if this request is most appropriately
addressed to you from a legal perspective or to Cathleen from a FOIA
perspective, but | trust you can advise me appropriately.

Dana Kery’s email (below in the chain) raises a number of concerns for
me.

First, she has made a FOIA request related to the Town’s Amex credit
card transactions that she believes has not been adequately addressed,
and she indicates her intent to file a complaint. | hope that someone
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can look into this promptly and the request can be satisfied without a
complaint being filed and having the Town cost incur additional costs to
respond. I’'m no expert on the intricacies of FOIA, but she doesn’t
appear to be requesting any information that is confidential or can’t be
provided. | leave that to you.

Second, she indicates that the Amex information she did receive raised
concerns that were similar to the issues raised in the DPW audit. | don’t
have the information to make a judgement on this but | would like these
concerns to be taken seriously and vetted, minimally by our Internal
Auditor. As you may recall, the DPW audit was issued 2 1/2 years ago,
and ils lindings included serious weaknesses with purchasing policies
and procedures. The most significant recommendations in that report
(relating to development of a revised purchasing policy} remain
unaddressed, inexcusably and to the great frustration of everyone on
the BOF. So while | have no idea whether Ms. Kery’s concerns are
legitimate, they certainly raise red flags and alarm bells for me.

| will confess that | don’t know if the Town has a reporting protocol in
place when an issue like this is brought to the information to the
attention of an elected official. (Probably something that should be
addressed in a training for all elected officials.) In this case | assume the
right thing to was to raise it with you but | also feel obligated to bring it
to the board’s attention.

Please advise. Thank you.

Lori

Sent from my iPhone

Begin forwarded message:

From: Dana Kery <danakery@gmail.com>

Date: November 21, 2022 at 3:18:39 PM EST

To: Lori Charlton <ltcharlton@optimum.net>, Chris
Dewitt <chrisdewitt103@gmail.com>

Subject: Fwd: AMEX Request

Hello Lori and Chris,

As a follow up to a Town of Fairfield internal audit
presented by Connie Nolfi to BOF, March 2021, |
emailed a request to Jared Schmitt to view or receive
copies of the Town of Fairfield American Express credit
card statements, including usage by all card holding
Town employees. My original email request was
9/12/22, which | received a confirmation of receipt on
9/19/22. On 10/14/22, | received pdf copies of the



monthly summaries, not the individual statements, and
a copy of the Town credit card policy via email.

After reviewing the summaries, on 10/14/22, | emailed
a request to view the reconciliation statements
associated with the monthly summaries. | have not
received a reply; | sent a follow up request to view the
documents on 11/3/22 and 11/15/22. | have not
received a reply.

The DPW audit completed by Joe Centofanti indicated
there were 12 Town employees holding an American
Express card; | am not certain if Joe was only including
DPW employees or all Town employees. These monthly
summaries indicate there are 90 Town American
Express cardholders.

I have lost track of the implementation of the updated
purchasing policy by the Audit Subcommittee. | wanted
to loop you both in as these monthly summaries
potentially present with similar concerns found in the
DPW audit and the internal audit. 1do plan to file a
complaint with CT FOI Commission, as | believe the
denial to view the documents is an unreasonable denial.

Thanks.
Dana

Begin forwarded message:

From: Dana Kery
<danakery@gmail.com>

Date: November 3, 2022 at 3:07:23 PM
EDT

To: "Schmitt, Jared"
<JSchmitt@fairfieldct.org>

Subject: Re: AMEX Request

Hello Jared,

Following up on my request to view the
reconciliation statements associated
with the June, July, August 2022 Town
of Fairfield American Express
statements.

Thank you.
Dana Kery



Sent from my iPhone

On Oct 14, 2022, at
3:52 PM, Dana Kery
<danakery@gmail.com
> wrote:

Hi Jared,

May | schedule a day to
come to the office to
view the reconciliation
statements associated
with these monthly
summaries?

Thank you.
Dana

Sent from my iPhone

On Oct
14,
2022,
at 9:10

Schmitt
, Jared

<JSchmi
tt@fairf

ieldct.o

wrote:

Hi
Dana,

Please
see the
attach
ments
for
credit
policy,
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<CC Request Form.pdf>
<Credit Card Policy.pdf>
<20220919120114.pdf>
<20220919120041.pdf>
<20220919120011.pdf>

form,
and
monthl

y
reports.

Let me
know if
you
have
questio
ns.

Jared
Schmitt
Chief
Fiscal
Officer

Town
of
Fairfiel
d
Sullivan
Indpen
dence
Hall
725 0ld
Post
Road
Fairfiel
d, CT
06824

203.25
6.3032






Simpson, Cathleen

From:
Sent:
To:

Cc:
Subject:

Good Morning Lori,

Simpson, Cathleen

Thursday, February 2, 2023 11:37 AM
‘Lori T. Charlton'

Baldwin, James

Follow up to Our Discussion on 2/1/23

| want to thank-you for taking the time yesterday to discuss issues connected with the BOF and the pending HR
investigation. | appreciate your input and understanding as to the confidentiality of the process at this juncture.

| also wanted to assure you that the subject matter under investigation has no substantive connection to ongoing
capital projects associated with the WPCA, such as the East Sewer line. In other words, | see no reason for the BOF
not to conduct business as usual. | hope this is helpful.

| most appreciate your support and guidance. Your insight is very helpful to the HR team. | hope to have
information to share in the very new future with you and the members of the BOF.

In the interim, please do not hesitate to contact me if | can be of assistance.

Best,
Cathleen

Gathtoon @(Mw

Giron of Feaisflotd

725 Old Do Road

Gizinfield, CT V6524
(475) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Friday, February 17, 2023 5:08 PM

To: Charlton, Lori

Cc: DeWitt, Christopher; Courtemanche, Joanne
Subject: Information

Good Evening Lori,

| was hoping to get the information to you as discussed today but need more time. Monday is a holiday so | will
get the information to you on Tuesday.

| hope you enjoy your weekend.
Best,

Cathleen

Siirman Rosousoes Director
G of Fifeld

Pludlivan Indgpondence Hill
725 Old S oo Poad
Giirfteld, CT 06824
(#75) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, February 21, 2023 6:14 PM

To: Charlton, Lori

Cc: DeWitt, Christopher; Courtemanche, Joanne; Baldwin, James
Subject: Follow up

Good Evening Lori,

| did not forget about you. I have been working on getting you the information and thought | would have it done
by now-to many interruptions today, particularly with the budget this week and HR is presenting tonight for the
THEA cba. | need a few more hours to get this together and stopping work now to grab a bite before the
committee meeting.

Will have something for you tomorrow.
Best,

Cathleen

Cuathtoon H Dlmpon
Goon of Fraiofted

Pllivan Sndgpendence Hall
725 Ol Poss Road
Fraiseld, CT V6824
(#75) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, February 22, 2023 4:56 PM

To: Charlton, Lori

Cc: DeWitt, Christopher; Baldwin, James; Courtemanche, Joanne

Subject: Follow Up to Our Meeting Held on 2/13/23

Attachments: January 2021 email with attached policies and forms.pdf: Email Simpson Dewiitt

Charlton Baldwin.pdf; Updated reconcilaiton voucher form and out of state travel
form.pdf; January 2023 Email with policy and forms.pdf; Pertinent Policies in addition to
those attached to Saxl January 2023 email.pdf; Attached Image from HR Copier; January
2021 email with attached policies and forms.pdf

Good Afternoon Lori,

I'have attached the following records in response to your request for information to Connie Saxl:

Email between Simpson, Charlton, DeWitt, Baldwin

Email from Concetta Saxl, January 12, 2021, with attached policies and forms

Email from Concetta Saxl, January 6, 2023, with attached policies and forms.
Revised Reconciliation Voucher Form and Sample/Revised Travel Form and Sample
Pertinent Policy/Code

Amex Statements January-June 2022

The attached Amex statements are an attempt to respond to our request for a report showing “the volume of
credit card purchased, expressed in terms of number of transactions and dollars, for each department including
FPS.” You did not provide a time frame but I presume for the past and/or current fiscal year?

[ did not include all of them as they do not break up the purchases by department. The underlying statements
break it down by individual card holder with the Department to which they are assigned. Because the
underlying data relates to a pending investigation, I cannot disclose it at this time. However, [ have requested of
the Department Heads of Finance and Purchasing to determine if they can create a report for your
demonstrating this information.

Likewise, I have requested from the same department heads whether they can provide a report showing the
“extent of exceptions we process (missing receipts, other issues)”.

I'have also referred your questions (see below) to the appropriate parties to respond to in addition to providing
you the background of the credit card policy from January 2021to present. In addition to the attached
information, below I put together the background of the credit card policy from January 2021 to present,
including notice to employees, as well as the pertinent policies, procedures and law associated with a pending
HR investigation.

Background of the Credit Card Policy from J anuary 2021 to Present
In response to the Senior Internal Auditor’s recommendation for training for all cardholders and their

supervisors, management in January, 2021
* Redistributed to each cardholder (See Email of J anuary 12, 2021).



® Required cardholders to return a memorandum of understanding that have read and understood
the credit card policies and they will comply with its terms and conditions.

» Provided cardholders with a top ten list of the most important points within the policy for card
members to abide by.

e Notified cardholders that strict penalties will be applied if they are found to be in non-
compliance.

A review of the January, 2021 policy revealed that the policy issued in 2021 needed revision to include for
Department Heads to forward his/her monthly statements to the CFO for review and approval as under the
current policy. Ms. Saxl issued the updated policy as well as other pertinent policies, forms and the required
MOU to be signed and returned to her by January 18, 2023. (See Email with attachments of January 6, 2023)

On or about January 30, 2023 as part of a review being conducted by Human Resources, it was determined that
the reconciliation voucher sheet should require cardholders to provide more detailed information as well as an
attestation that the card holder did not make charges that violate purchasing rules. (See Attached Revised
Reconciliation Voucher/Sample) Also, the reconciliation voucher sheet added a reminder about potential
consequences for not following the policy or committing fraud. An out of state travel request form was revised
along with a sample as well.

On February 16, 2023, Department Heads at the Department Head meeting were provided the updated
reconciliation voucher sheet along with samples of how to complete the form going forward. Pertinent policies,
with links, were are also referenced in the updated reconciliation form. (See attached pertinent policies
referenced in the reconciliation form)

At the February 16, 2023 Department Head meeting, it was stressed by the CFO and HR for Department Heads
to consider who has been issued credit cards and why. During the meeting, Adam Tulin, Director of Purchasing,
recommended consideration of using Amazon Business for Town charges
(https://business.amazon.com/en/work-with-us/government ) to avoid unnecessary tax charges as well as
reporting and limiting access to only certain administrators, which will be followed up on.

Notice to Employees of Pertinent Policy

To ensure employees are receiving all pertinent policies, including the credit card policy, Human Resources is
in the process of downloading employee policies, including the credit card holder policy and travel/meeting
policy, as well as creating an employee handbook which will also be on line. Additionally, the handbook shall
be issued to new employees as part of onboarding and to current employees as an email read/sign.

Pending Human Resource Administrative Investigations

[ wanted to clarify the policies, procedures, and law which HR must follow during the pendency of an
investigation concerning alleged employee misconduct. Notwithstanding these, [ agreed during our meeting that
whatever information, I can provide at this time, without compromising the integrity of an investigation,
would be disclosed to you.

Pursuant to the Standards of Conduct Municipal Fraud Policies and Procedures Policy (attached under pertinent
policies), Human Resources commenced investigations of alleged violation of standards ot conduct and traud.
The policy sets forth HR’s responsibilities, which include maintaining confidentiality while the investigation is
pending.



Additionally, the information under review as part of the investigation exempt under FOIA at this time pursuant
to sections 1-210)(b) (4) and 1-210 (b) (3) (D) of the Connecticut General Statutes. When the investigation is
concluded, any and all information subject to disclosure will be made available to the public.

Union members under investigation may have a right to union representation (known as Weingarten rights) for
the following situations:

» "Investigatory interviews," in which Human Resources is seeking to elicit facts, to have the employee
explain his or her conduct, to discover the employee's "side of the story” or to obtain admissions or other
evidence.

e Human Resources request for a written statement or written answers to interro gatories about an incident
in which the employee's own conduct may be at issue.

We want to ensure during the course of the investigatory process to do our best to avoid or at least
minimize rumor or workplace gossip.

Outstanding Questions

As aforementioned, I have forwarded the following questions which I gleaned from your email to the
appropriate parties for response:

e How does purchases over $1,000 requiring advance approval from the department head and the CFO tie in with
the Town’s existing policies? (For example, if there is large credit card purchase, are the CFO and department
head now responsible for ensuring that multiple quotes have been obtained, or that the purchase complies with
an existing bid, or that there should be a bid due to the level of vendor activity, or a bid waiver...etc? Is there any
dollar limit associated with individual credit card purchases?

® Is there clear criteria in place for those individuals to follow and that approvals are made based on a policy,
consistent with whatever policies are in place if the purchase was made with a different payment method?

® Has there been any reconsideration of the Town’s policy of giving discretion to department heads to determine
who in their organization should have credit cards?

® Processes around review of the reconciliation vouchers.

1. Are the vouchers prepared within the department by a designated employee and signed off by the
department head?

2. Does the finance department have any responsibility to review these reconciliation packages for
compliance before the Amex bill is paid, or do they simply accept what has been approved by the
department?

3. lfthere is a review for compliance, how is this done and using what guidance?

4. Who evaluates and approves credit card purchases for other members of senior management (and the
CFQJ?

® Revised Policy: the revised policy-see January 2023 email from Ms. Saxl, lists several guidelines around
appropriate use of credit cards, including:

1. Not using credit cards to “split’ purchases and avoid bidding requirements

2. Not using credit cards in a way that prevents advantageous procurement practices through use of volume
discounts or preferred vendors

3. Avoiding use for capital purchases such as computers

4. Smaller issues such as avoiding paying sales tax, shipping, etc.

Is there any control in place to evaluate whether these guidelines are actually being adhered to?
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Simpson, Cathleen

From:
Sent:
To:

Cc:

Saxl, Concetta

Tuesday, January 12, 2021 9:59 AM

Bahr, Philip; Barnhart, Mark; Bisson, Scott; Bodie, John; Bosse, Caitlin; Broderick, Keith:
Brown, Gaylen; Bucherati, John; Caisse, Roger; Cathcart, Justin; Chizmadia, John; Cleary,
Sands; Coarse,Thomas; Delmhorst, Robert; DeMarco, Julie: Demko, Rich; DiTullio, John;
Dunn, Kyran; Esposito, Felix; Fisher, Jan; Fox, Kevin; Jaronko, Santina; Gomola, George;
Grace, Peter; Granata, Antonio; Guerrera, Robert; Gunter, Gregory; Hayes, Dan; Hine, Bill;
Hurley, William; loli, Christopher; Johnson, John W.; Jones, Edward:; Kalamaras, Robert;
Kalapir, Erik; Kelley, David; Kimball, Craig; Koval, Peter; Kupchick, Brenda; Laseman,
Jennifer; Lippman, Justin; Lyhne, Tamara; McCarthy, Denis; Miller, Paul; Minder, Jeffrey;
Mitchell, Jill; Murtha, Helene; Norton, William; Panilaitis, Matt; Paris, Michael; Paules,
Virginia; Perez, James; Rigoli, Vinny; Ryan, James; Sardinha, Aurelio; Seres, Chelsea;
Sherwood, Schuyler; Smith, Donald: Sweeney, Nancy; Swift, Jim; Testa, Gary; Tursi, Chris;
Weihe, Edward; Brown, Gaylen; Wiltsie, James; Browne, Betsy; Barry, Kiva

Foley, Gerald; Schmitt, Jared; Bremer, Tom

Subject: Town Credit Card Policy and Procedures - Please Read
Attachments: Credit Card Policy.pdf; Travel Meeting Expense Report 2020.docx; Credit Card - Missing

Receipt Form.xlsx

Town Credit Cardholders:

Please find attached the Town of Fairfield credit card policy. As a cardholder, you are required to understand and abide
by the policies and procedures, responsibilities and limitations associated with this policy and the use of the Town’s
credit card.

Please read the attached policy and complete the last page entitled “Cardholder Memorandum of

Agreement” and forward the completed page back to me by January 19, 2021.

Top 10 Reminders:

1. Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance
Department on a timely basis each month (within 10 days of American Express statement closing date).

2. All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be attached to
your Reconciliation Voucher sheet.

3. Ifyoulose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your
Reconciliation Voucher.

4. Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.

5. Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should
be purchased from WB Mason - the Town approved vendor for office supplies.

6. Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

7. Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield is a
municipality and is tax exempt from state sales tax.

8. Allinformation technology purchases must first be pre-approved by the Director of Information Technology.

9. Use the free shipping option for all purchases whenever available.

10. All Food purchases must be documented and justified utilizing the “Travel and Meeting Expense Report” and
must pertain to Town business or meeting.

Please feel free to contact me if you have any questions. Thank you. : Jﬂﬂwa‘

1 do &t .



Connie M. Sax|
Internal Auditor

Woton of Fairfield

Sullivan Independence Hall

725 Old Post Road Phone (203) 256-2919
Fairfield, CT 06824 Fax (203) 255-7380



Town of Fairfield
Credit Card Policy

Memorandum of Understanding

Between:

Employee Name (Cardholder)

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I. General Policies:

* The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

THE CREDIT CARD IS NOT BE USED FOR PERSONAL
PURCHASES:

* The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This



includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, Dbirthday cakes, retirement gifts, donations,
pharmaceuticals, etc.

* You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

» Purchases must not be split to avoid Town bidding requirements.
¢ Capital items must not be purchased on the credit card. This
includes computers, machinery, equipment and other items with

individual costs greater than $1,000.

o Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and
you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

 Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

¢ Verbal notification of infraction;

¢ Written notification of infraction with copies sent to the
Chief Elected Official;

o Card suspension with permanent loss of privileges;

e Disciplinary action up to and including personal liability
and repayment.

* Questions concerning procurement regulations should be
directed to the Director of Purchasing.

II. Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have



department required purchases initiated by the person most
knowledgeable about the expenditure.

HI.  Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet;

® You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

¢ Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert 134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

* Obtain a sales receipt for all purchases.
e Obtain and retain your sales receipts for verification and

reconciliation to your monthly Statement of Account from
American Express.

¢ Whenever possible use the free shipping option if it is available

to you.

e Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.

IV. Procedures After Purchase:

* At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:



V.

. Compare your receipts to the monthly Statement of Account

from American Express for accuracy.

. Obtain a blank copy of a Reconciliation Voucher sheet from

the Finance Department. (Attached)

. Record credit card expenditures by appropriate general ledger

account number and amount on the Reconciliation Voucher.

. Attach copies of the sales receipts and monthly Statement of

Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

. The total expenses recorded per the Reconciliation Voucher

must agree to the total expenditures per the monthly
Statement of Account from American Express.

. A minimum of the following two signatures are required on

the Reconciliation Voucher:

You - The Cardholder

Immediate Supervisor (if applicable)

Department Head
The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.

. Forward the Reconciliation Voucher and receipts to the

Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

Travel and Meeting Documentation:

e All items charged to your credit card for the purpose of Town-

related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.

o The Travel and Meeting expense report will detail the date,

place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

e It is imperative that all Travel and Meeting charges be for Town

business related purposes only.




Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates.

Business Meals During Meetings: The meeting should be have a
clear, reasonable, specific business purpose and agenda.

Be a direct expense that is necessary in order to conduct Town
business.

All meals purchased shall be reported on the Travel and Meeting
expense report and shall detail the date, name of food
establishment, business purpose for the meal and the total
amount charged to the credit card.

VII. Disputed Items:

The cardholder is responsible for reporting/returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

If charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must
be noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will
credit the disputed charge on the following month’s statement.

VIII. Lost or Stolen Credit Cards:

» If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).



* Provide the following information to the Director of Purchasing:

IX.

your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.

American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

Changes to Cardholder Information:

Changes to a cardholder’s name should be reported to the
Director of Purchasing. A new credit card will be issued.

If you terminate your service with the Town of Fairfield, you
must return your credit card to the Director of Purchasing prior
to leaving.

If you move to job position in another department, you must
notify the Director of Purchasing prior to the change.



Town of Fairfield
Procurement (Credit) Card Program

LY

CARDHOLDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR ~

Updated: 4/4/20



TOWN OF FAIRFIELD

Travel & Meeting Report

Name Dept.

Acct.# (to be charged)

Date Places Visited Mileage Air/Rail Room Meals Other Entertainment & Other Expense
Mo. | Day (use several lines if necessary) Other Description Amount
Total Mileage
Total Amounts

Auto reimbursement is $0.575 per mile Total Expenses This Report

Date

Signed Dept. Head Approveal




TOWN OF FAIRFIELD
MISSING RECEIPT FORM
PROCUREMENT CARD PROGRAM

Cardholder Name:

Please Print

Cardholder Department:

Card Number (Last 4 Digits Only):

Merchant Name:

Date of Transaction:

Amount of Purchase:

What was purchased?:

Cardholder Signature:

Department Head Name:

Please Print

Department Head Signature:

Repeated losses of receipts may be an indication of non-compliance with the Credit
Card Program and grounds for disciplinary action.

**ATTACH TO MONTHLY AMERICAN EXPRESS RECONCILIATION VOUCHER SHEET**







Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, February 9, 2023 4:19 PM
To: ‘Lori T. Charlton'

Cc: Schmitt, Jared; ‘DeWitt, Christopher'
Subject: Credit Card MOU

Good Afternoon Lori,

Your email to Connie has been referred to me for review and response. The administration greatly appreciates your
concerns and please be assured we are revising and implementing policies pertinent to employees globally throughout
the Town.

As your email relates to an ongoing HR administrative investigation, | am incorporating it as part of our review. Please
understand that Connie is a potential witness and a PETA union member. Under the PETA collective bargaining
agreement and the Municipal Employee Relations Act (MERA) union representation may be required in order for her to
respond to questions relating to an administrative investigation.

In terms of notice of policy to employees, the HR Team is finalizing an employee handbook that includes all policies and
procedures pertinent to Town employees, including the credit card use and travel/meeting policies and procedures. We
are also upgrading the HR website so that the handbook and other important notices are easily accessible to employees.
In order to ensure employees receive notice of policies and procedures and to track compliance, we are in the process of
acquiring PowerDMS which is an electronic document management system designed for this purpose.

I will keep you apprised of any new developments as appropriate during the pendency of the investigation.
Best,
Cathleen

?d:d&» l_% @l‘ﬂm
Hioman Plotourecs Dlivostor
Glor, of Friigfletid

Pallivar Indipondenso Hall
725 Ot Doie Foad
Fairtt, CT V6824
(#75) 850-6002

From: Lori Charlton <ltcharlton@optimum.net>

Sent: Wednesday, February 8, 2023 2:51 PM

To: Saxl, Concetta <CSaxI@fairfieldct.org>

Cc: Schmitt, Jared <JSchmitt@fairfieldct.org>; DeWitt, Christopher <chrisdewitt103@gmail.com>
Subject: Re: Credit Card Expenditures Audit 2-5-2020

Connie,



| appreciate you sending this information so quickly. As | conveyed in my message, | believe we need to incorporate (or
at least, reference) policies around credit cards use within the overall purchasing policy as we finalize it. In that vein, |
have a number of questions on the documents you sent including the changes that were recently implemented.

Does the “Memorandum of Understanding” now constitute the new credit card policy, or is it a clarification and
acknowiedgment of an existing policy? If the latter, can you please provide the main poiicy.

The MOU and the 2020 audit report both make reference to a number of other Town policies and requirements. Are
these other policies readily available to Town employees in a centralized location (i.e. on the Town website), or have the
relevant policies otherwise been made available to employees? Part of the reason | ask this is that during the recent
BOF meeting you presented at, it seemed clear to me that there was a general lack of familiarity with our existing
purchasing policy that has been in place for a decade (specificaliy around “emergency” bid waivers].

I see that purchases over $1,000 now require advance approval from the department head and CFO. How does this tie
in with our existing policies? For example, if there is large credit card purchase, are the CFO and department head now
responsible for ensuring that multiple quotes have been obtained, or that the purchase complies with an existing bid, or
that there should be a bid due to the level of vendor activity, or a bid waiver...etc? Is there any dollar limit associated
with individual credit card purchases? The concern here - since credit card purchases are made without the involvement
of the purchasing department, the burden of the control compliance narmally covered by purchasing is being shifted to
the department head and CFO. It's important that clear criteria are in place for those individuals to follow and that
approvals are made based on a policy, consistent with whatever policies are in place if the purchase was made with a
different payment method.

I’'m also interested in better understanding the processes around review of the reconciliation vouchers. If | understand
the document correctly, it appears that the vouchers are prepared within the department by a designated employee and
signed off by the department head. Does the finance department have any responsibility to review these reconciliation
packages for compliance before the Amex bill is paid, or do they simply accept what has been approved by the
department? If there is a review for compliance, how is this done and using what guidance? | see that the CFO is now
required to review department head vouchers. Who evaluates and approves credit card purchases for other members
of senior management (and the CFQ)?

Has there been any reconsideration of our policy of giving complete discretion to department heads to determine who
in their organization should have credit cards (versus using a more consistent criteria based on business need)?

The new MOU lists several guidelines around appropriate use of credit cards, including:

1. Not using credit cards to “split’ purchases and avoid bidding requirements

2. Not using credit cards in a way that prevents advantageous procurement practices through use of volume
discounts or preferred vendors

3. Avoiding use for capital purchases such as computers

4. Smaller issues such as avoiding paying sales tax, shipping, etc.

Is there any control in place to evaluate whether these guidelines are actually being adhered to? We know the issue of
“splitting” purchases was a significant item raised in the DPW audit, and I’'m not aware of a resolution to date (this is an
item that is meant to be addressed in the new purchasing policy through reporting analysis). I'm guessing the answer is
no, but asking because credit card purchases should be folded into whatever control is included in the purchasing policy
relative to other payment methods.

As we move forward to address this in the purchasing policy it would be helpful to understand:



10.

11.

Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield is a municipality
and is tax exempt from state sales tax or use the CERT-112 or CERT134 forms attached.

All information technology purchases must first be pre-approved by the Director of Information Technology.

Use the free shipping option for all purchases whenever available.

All Food purchases must be documented and justified utilizing the “Travel and Meeting Expense Report” and must
pertain to Town business or meeting.

All out of state travel must first be pre-approved by the First Selectwoman using the “Request For Out of State Travel”
document attached.

Also, the “Request for Out of State Travel” form (attached) was recently updated and will be sent to all departments for
their use.

Please feel free to reach out to me if you have any questions or require anything further. Thank you.

Connie M. Saxl
Internal Auditor

Woton of Fairfield

Sullivan Independence Hall

725 Old Post Road Phone (203) 256-2919
Fairfield, CT 06824 Fax (203) 255-7380

<Credit Card Expenditures Audit 2020 - Final 2-5-2020.pdf><Credit Card Memorandum of Understanding 1-4-
2023.pdf><CC Reconciliation Voucher 1-4-23.pdf><Request for Out of State Travel - Updated 1-24-2023.pdf>



1. Volume of credit card purchases, expressed in terms of number of transactions and dollars, for each department
including FPS. (Transaction volume is particularly helpful because it gives us information about what controls
might or might not be pragmatic)

2. The extent of exceptions we process (missing receipts, other issues).

it would be good to discuss some of this in advance of the purchasing policy committee meeting, if possible. | recognize
that there are different ways to handle credit cards effectively, but | am personally skeptical that a lot of credit cards in
circulation combined with a decentralized review process can ever be consistent and effective in promoting

compliance. Typically | have seen centralized processes around review of credit card transactions {including T&E), with
department heads exercising their oversight through budgetary review. | alsa think reminders {like the MOU) can be
important to circulate because they provide means for a remedy if there are future issues, but whether they do much to
promote compliance in addressing the types of problems that were raised in the 2020 audit is questionable.

| look forward to discussing further. Also copying Chris as he may have additional input.
Best,

Lori

On leb 8, 2023, at 11:57 AM, Saxl, Concctta <CSaxi@fairficldct.org> wrotc:

Hello Lori,

| hope that you are doing well. | received your voicemail message and am sending you the last credit card audit dated 2-
5-2020 for your review. Further, please know that on January 6, 2023 | sent an updated “Credit Card Memorandum of
Understanding” (attached) aka updated credit card policies and procedures to all cardholders and their supervisors
along with other pertinent, associated forms such as the updated reconciliation voucher (attached). Cardholders were
required to sign the last page of the policy document acknowledging that they have read, understood and will abide by
the policies, procedures, responsibilities and limitations associated with the use of the Town Credit Card. | received
100% response/signed acknowledgement forms back from all cardholders. Each signed document will now be
maintained in the respective employee’s personnel file in Human Resources.

The updated credit card policy includes the following new procedures:

Any single credit card purchase that exceeds $1,000 must receive email approval first from the Department Head and
then from the CFO prior to making the purchase. The email approval from the Department Head/CFO must be attached
to your monthly Reconciliation Voucher Package submitted to Finance.

If the cardholder is also the Department Head, then you must forward your monthly Reconciliation Voucher Package to
the CFO for approval.

Use the new, updated Credit Card Reconciliation Voucher dated 1/4/2023 for the next billing cycle.

| also included the top 11 reminders for cardholders:

Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance Department
on a timely basis each month (within 10 days of American Express statement closing date).

All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be attached to your
Reconciliation Voucher sheet.

If you lose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your Reconciliation
Voucher.

Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.

Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should be
purchased from WB Mason -~ the Town approved vendor for office supplies.



Simpson, Cathleen

From: Lori Charlton <ltcharlton@optimum.net>
Sent: Friday, February 10, 2023 8:26 AM

To: Simpson, Cathleen

Cc: Schmitt, Jared; DeWitt, Christopher
Subject: Re: Credit Card MOU

Cathleen,

I'm surprised by this response. | know its easy for emails to be misconstrued {perhaps on both ends) so its probably best
to speak live, however...I want to clear a couple of things up. First, | asked no questions about an ongoing investigation,
nor about anything confidential; | reject that characterization of my email. Second, | discussed no aspect of this with
Connie or even acknowledged any awareness that an investigation was occurring. | reached out to ask her for backup
materials that were previously provided to the BOF in the normal course of business, and | explicitly did so as part of
preparing for a purchasing subcommittee meeting we have coming up on March 2. | was surprised to learn that she had
recently been involved in rewriting policies on this matter, in light of your stated concerns about potential conflicts.

Having now reviewed the materials and read the credit card policy the Town was operating under, | am not surprised
issues may have arisen. The policy appears poorly designed and lacking in the most basic internal control elements. |
asked follow up questions to gain clarification on what | read, and also out of concern about the updates put in place. As
you might have guessed from my questions, | am concerned the changes made were mostly inadequate and possibly
counterproductive. | am also concerned they are in conflict with the purchasing policy we are attempting to finalize and
put before the BOF for a vote. These should not be independent paths.

I fully understand and respect the need for confidentiality around investigations involving personnel matters. The
questions raised in my email are not related to those issues, nor are they requesting any confidential information. I've
asked basic questions about our policies to clarify how they work - which I’d still like answers to. 1also asked for data on
credit card usage that is not confidential - and in fact could easily be requested by any member of the public. | honestly
don’t understand how Connie might need union representation to answer questions of the type we discuss on a routine
basis, but if you believe this is a problem then | reiterate and redirect those questions to Jared wha is clerk to the BOF. |
am happy to discuss any concerns.

Regards,

Lori

On Feb 9, 2023, at 4:19 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Good Afternoon Lori,

Your email to Connie has been referred to me for review and response. The administration greatly
appreciates your concerns and please be assured we are revising and implementing policies pertinent to
employees globally throughout the Town.

As your email relates to an ongoing HR administrative investigation, | am incorporating it as part of our
review. Please understand that Connie is a potential witness and a PETA union member. Under the PETA
collective bargaining agreement and the Municipal Employee Relations Act (MERA) union



representation may be required in order for her to respond to questions relating to an administrative
investigatlon.

In terms of notice of policy to employees, the HR Team is finalizing an employee handbook that includes
all policies and procedures pertinent to Town employees, including the credit card use and
travel/meeting policies and procedures. We are also upgrading the HR website so that the handbook
and other important notices are easily accessible to empioyees. In order to ensure employees receive
notice of policies and procedures and to track compliance, we are in the process of acquiring PowerDMS
which is an electronic document management system designed for this purpose.

| will keep you apprised of any new developments as appropriate during the pendency of the
investigation.

Best,
Cathleen

Cuuthtovn L (Hompson
.%fwm A toarses %’me&-:r
Thoerew of Foairfiottd

W{ﬁ“ﬂ . )"fr}r(’?&-w.‘/mm Sau
725 it Ty Poad
Fifteth, CT OS24
(#475) 350. 6002

From: Lori Charlton <ltcharlton@optimum.net>

Sent: Wednesday, February 8, 2023 2:51 PM

To: Saxl, Concetta <CSax|@fairfieldct.org>

Cc: Schmitt, Jared <JSchmitt@fairfieldct org>; DeWitt, Christopher <chrisdewitt 103@gmail.com>
Subject: Re: Credit Card Expenditures Audit 2-5-2020

Connie,

| appreciate you sending this information so quickly. As | conveyed in my message, | believe we need to
incorporate (or at least, reference) policies around credit cards use within the overall purchasing policy
as we finalize it. In that vein, | have a number of questions on the documents you sent including the
changes that were recently implemented.

Does the “Memorandum of Understanding” now constitute the new credit card policy, orisita
clarification and acknowledgment of an existing policy? if the latter, can you please provide the main
policy.

The MOU and the 2020 audit report both make reference to a number of other Town policies and
requirements. Are these other policies readily available to Town employees in a centralized location
(i.e. on the Town website), or have the relevant policies otherwise been made available to
employees? Part of the reason | ask this is that during the recent BOF meeting you presented at, it
seemed clear to me that there was a general lack of familiarity with our existing purchasing policy that
has been in place for a decade {specifically around “emergency” bid waivers).



I see that purchases over $1,000 now require advance approval from the department head and

CFO. How does this tie in with our existing policies? For example, if there is large credit card purchase,
are the CFO and department head now responsible for ensuring that multiple quotes have been
obtained, or that the purchase complies with an existing bid, or that there should be a bid due to the
level of vendor activity, or a bid waiver...etc? Is there any dollar limit associated with individual credit
card purchases? The concern here - since credit card purchases are made without the involvement of
the purchasing department, the burden of the control compliance normally covered by purchasing is
being shifted to the department head and CFO. It's important that clear criteria are in place for those
individuals to follow and that approvals are made based on a policy, consistent with whatever policies
are in place if the purchase was made with a different payment method.

I'm also interested in better understanding the processes around review of the reconciliation

vouchers. If | understand the document correctly, it appears that the vouchers are prepared within the
department by a designated employee and signed off by the department head. Does the finance
department have any responsibility to review these reconciliation packages for compliance before the
Amex bilt is paid, or do they simply accept what has been approved by the department? If there is a
review for compliance, how is this done and using what guidance? | see that the CFO is now required to
review department head vouchers. Who evaluates and approves credit card purchases for other
members of senior management (and the CFO)?

Has there been any reconsideration of our policy of giving complete discretion to department heads to
determine who in their organization should have credit cards {versus using a more consistent criteria
based on business need)?

The new MOU lists several guidelines around appropriate use of credit cards, including:

1. Not using credit cards to “split’ purchases and avoid bidding requirements

2. Not using credit cards in a way that prevents advantageous procurement practices through use

of volume discounts or preferred vendors

3. Avoiding use for capital purchases such as computers

4. Smaller issues such as avoiding paying sales tax, shipping, etc.
Is there any control in place to evaluate whether these guidelines are actually being adhered to? We
know the issue of “splitting” purchases was a significant item raised in the DPW audit, and I’'m not aware
of a resolution to date (this is an item that is meant to be addressed in the new purchasing policy
through reporting analysis). I'm guessing the answer is no, but asking because credit card purchases
should be folded into whatever control is included in the purchasing policy relative to other payment
methods.

As we move forward to address this in the purchasing policy it would be helpful to understand:

1. Volume of credit card purchases, expressed in terms of number of transactions and dollars, for
each department including FPS. (Transaction volume is particularly helpful because it gives us
information about what controls might or might not be pragmatic)

2. The extent of exceptions we process (missing receipts, other issues).

It would be good to discuss some of this in advance of the purchasing policy committee meeting, if
possible. | recognize that there are different ways to handle credit cards effectively, but | am personally
skeptical that a lot of credit cards in circulation combined with a decentralized review process can ever
be consistent and effective in promoting compliance. Typically | have seen centralized processes around
review of credit card transactions (including T&E), with department heads exercising their oversight
through budgetary review. | also think reminders (like the MOU) can be important to circulate because
they provide means for a remedy if there are future issues, but whether they do much to promote
compliance in addressing the types of problems that were raised in the 2020 audit is questionable.
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t look forward to discussing further. Also copying Chris as he may have additional input.
Best,

Lori

On Feb 8, 2023, at 11:57 AM, Saxl, Concetta <Chaxl@fairfieldct org> wrote:

Hello Lori,

I hope that you are doing well. | received your voicemail message and am sending you the last credit
card audit dated 2-5-2020 for your review. Further, please know that on January 6, 2023 | sent an
updated “Credit Card Memorandum of Understanding” (attached) aka updated credit card policies and
procedures to all cardholders and their supervisors along with other pertinent, associated forms such as
the updated reconciliation voucher (attached). Cardholders were required to sign the last page of the
policy document acknowledging that they have read, understood and will abide by the policies,
procedures, responsibilities and limitations associated with the use of the Town Credit Card. | received
100% response/signed acknowledgement forms back from all cardholders. Each signed document will
now be maintained in the respective employee’s personnel file in Human Resources.

The updated credit card policy includes the following new procedures:

Any single credit card purchase that exceeds $1,000 must receive email approval first from the
Department Head and then from the CFO prior to making the purchase. The email approval from the
Department Head/CFO must be attached to your monthly Reconciliation Voucher Package submitted to
Finance.

If the cardholder is also the Department Head, then you must forward your monthly Reconciliation
Voucher Package to the CFO for approval.

Use the new, updated Credit Card Reconciliation Voucher dated 1/4/2023 for the next billing cycle.

l also included the top 11 reminders for cardholders:

Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the
Finance Department on a timely basis each month (within 10 days of American Express statement
closing date).

All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be
attached to your Reconciliation Voucher sheet.

If you lose a receipt, please complete the “Missing Receipt Form” and attach the completed form to
your Reconciliation Voucher.

Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.
Utilize all available discounted pricing for your purchases whenever possible. Department office
supplies should be purchased from WB Mason —the Town approved vendor for office supplies.

Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report
for reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield
is @ municipality and is tax exempt from state sales tax or use the CERT-112 or CERT134 forms attached.
All information technology purchases must first be pre-approved by the Director of Information
Technology.

Use the free shipping option for all purchases whenever available.

All Food purchases must be documented and justified utilizing the “Travel and Meeting Expense Report”
and must pertain to Town business or meeting.

All out of state travel must first be pre-approved by the First Selectwoman using the “Request For Out of

State Travel” document attached.




Also, the “Request for Out of State Travel” form {attached) was recently updated and will be sent to all
departments for their use.

Please feel free to reach out to me if you have any questions or require anything further. Thank you.

Connie M. Sax|
Internal Auditor

@Wown of Fairfield

Sullivan independence Hall
725 Old Post Road Phone (203) 256-2919
Fairfield, CT 06824 Fax (203) 255-7380

<Credit Card Expenditures Audit 2020 - Final 2-5-2020.pdf><Credit Card Memorandum of Understanding
1-4-2023.pdf><CC Reconciliation Voucher 1-4-23.pdf><Request for Out of State Travel - Updated 1-24-
2023.pdf>



Simpson, Cathleen

From: Chris <chrisdewitt103@gmail.com>
Sent: Thursday, February 9, 2023 6:50 PM
To: Simpson, Cathleen; Charlton, Lori
Cc: Schmitt, Jared

Subject: Re: Credit Card MOU

Cathieen,

I'm very confused how and why you are tying Connie to an administrative investigation in regards to the
issues below. | would think if there were real concerns about keeping Connie far from an administrative
investigation regarding credit cards, she should not be the person to write a new procedure on credit card use.

I, and | believe Lori, believe that the issue here is a poorly executed band aid on the use of credit cards, AKA
the MOU. To be clear, this issue for me is about the purchasing policy 100%, or to be more specific the lack of
a comprehensive purchasing policy. While you mention creating an HR handbook with a credit card policy,
although a good start, is not all that needs to happen. A comprehensive credit card policy MUST be included
in the purchasing policy.

Why, quite simple. Purchasing can be accomplished in many ways, and one way is with a credit card. There
should be no differentiation about what medium is used to purchase materials, we need to control ALL
purchases. The MOU Connie mentions, without a specific reference to the purchasing policy, is quite
ineffective. It appears to allow purchases, over $1,000, to effectively disregard the purchasing policy as long
as the department head and the CFO approve. This means there is no control of purchases that may normally
require multiple bids and/or bid waivers, just to name a few policy requirements. If the CFO or department
head has been assigned the responsibility of purchasing policy compliance, it is not clearly stated in the MQU.

| think it is also important to understand where the $1,000 figure came from. A lot of financial damage can
be done with purchase under $1,000. In our purchasing policy we required new limits on spending be
rationalized with historical data. If there is no data to support why $1,000 is the right number, there needs to
be.

In conclusion, | believe the overall credit card issue is really about who has them now and who should have
them in the future. That is the responsibility of HR tc address. The responsibility of the BOF, and specifically
my committee, is to complete the purchasing policy and include as inclusive a list of guidelines as
possible. One of these needs to be a clear overview of the credit card policy. My committee will work to that
end. It seems appropriate to me that my comments be shared with Connie, but given the current situation |
ask you use your best judgment as to whether you share some or all of this with Connie.

Best regards

Chris

Christopher DeWitt
chrisdewitt103@gmail.com




203-570-5650 Cell

—————— Original Message ---—--

From: "Simpson, Cathleen" <CSimpson@fairfieldct.org>

To: "Charlton, Lori" <ltcharlton@optimum.net>

Cc: "Schmitt, Jared" <JSchmitt@fairfieldct.org>; "DeWitt, Christopher" <ch risdewitt103@gmail.com>
Sent: 2/9/2023 4:19:18 PM

Subject: Credit Card MOU

Good Afternoon Lori,

Your email to Connie has been referred to me for review and response. The administration greatly appreciates your
concerns and please be assured we are revising and implementing policies pertinent to employees globally throughout
the Town.

As your email relates to an ongoing HR administrative investigation, | am incorporating it as part of our review. Please
understand that Connie is a potential witness and a PETA union member. Under the PETA collective bargaining
agreement and the Municipal Employee Relations Act (MERA) union representation may be required in order for her to
respond to questions relating to an administrative investigation.

In terms of notice of policy to employees, the HR Team is finalizing an employee handbook that includes all policies and
pracedures pertinent to Town employees, including the credit card use and travel/meeting policies and procedures. We
are also upgrading the HR website so that the handbook and other important notices are easily accessible to
employees. In order to ensure employees receive notice of policies and procedures and to track compliance, we are in
the process of acquiring PowerDMS which is an electronic document management system designed for this purpose.

I will keep you apprised of any new developments as appropriate during the pendency of the investigation.
Best,
Cathleen

Cuthtoon . Plimpson
Siman Fosoursas Dirooton
Giion of Frinffelct

lallioan ‘fmﬁjhménm San
725 Ot Pos Fload
Freinfiold, CT 06524
(475) 850.6002

From: Lori Charlton <[tcharlton@optimum.net>

Sent: Wednesday, February 8, 2023 2:51 PM

To: Saxl, Concetta <CSax|@fairfieldct.org>

Cc: Schmitt, Jared <JSchmitt@fairfieldct.org>; DeWitt, Christopher <chrisdewitt103@gmail.com>
Subject: Re: Credit Card Expenditures Audit 2-5-2020

Connie,



| appreciate you sending this information so quickly. As | conveyed in my message, | believe we need to incorporate (or
at least, reference) policies around credit cards use within the overall purchasing policy as we finalize it. In that vein, |
have a number of questions on the documents you sent including the changes that were recently implemented.

Does the “Memorandum of Understanding” now constitute the new credit card policy, or is it a clarification and
acknowledgment of an existing policy? If the latter, can you please provide the main policy.

The MOU and the 2020 audit report both make reference to a number of other Town policies and requirements. Are
these other policies readily available to Town employees in a centralized location (i.e. on the Town website), or have
the relevant policies otherwise been made available to employees? Part of the reason | ask this is that during the
recent BOF meeting you presented at, it seemed clear to me that there was a general lack of familiarity with our
existing purchasing policy that has been in place for a decade (specifically around “emergency” bid waivers).

| see that purchases over $1,000 now require advance approval from the department head and CFO. How does this tie
in with our existing policies? For example, if there is large credit card purchase, are the CFO and department head now
responsible for ensuring that multiple quotes have been obtained, or that the purchase complies with an existing bid,
or that there should be a bid due to the level of vendor activity, or a bid waiver...etc? Is there any dollar limit
associated with individual credit card purchases? The concern here - since credit card purchases are made without the
involvement of the purchasing department, the burden of the control compliance normally covered by purchasing is
being shifted to the department head and CFO. It’s important that clear criteria are in place for those individuals to
follow and that approvals are made based on a policy, consistent with whatever policies are in place if the purchase was
made with a different payment method.

I'm also interested in better understanding the processes around review of the reconciliation vouchers. If | understand
the document correctly, it appears that the vouchers are prepared within the department by a designated employee
and signed off by the department head. Does the finance department have any responsibility to review these
reconciliation packages for compliance before the Amex bill is paid, or do they simply accept what has been approved
by the department? If there is a review for compliance, how is this done and using what guidance? | see that the CFO
is now required to review department head vouchers. Who evaluates and approves credit card purchases for other
members of senior management (and the CFO)?

Has there been any recensideration of our policy of giving complete discretion to department heads to determine who
in their organization should have credit cards (versus using a more consistent criteria based on business need)?

The new MOU lists several guidelines around appropriate use of credit cards, including:

1. Not using credit cards to “split’ purchases and avoid bidding requirements

2. Not using credit cards in a way that prevents advantageous procurement practices through use of volume
discounts or preferred vendors

3. Avoiding use for capital purchases such as computers

4. Smaller issues such as avoiding paying sales tax, shipping, etc.

Is there any control in place to evaluate whether these guidelines are actually being adhered to? We know the issue of
“splitting” purchases was a significant item raised in the DPW audit, and I’'m not aware of a resolution to date (this is an
item that is meant to be addressed in the new purchasing policy through reporting analysis). I'm guessing the answer is
no, but asking because credit card purchases should be folded into whatever control is included in the purchasing policy
relative to other payment methods.

As we move forward to address this in the purchasing policy it would be helpful to understand:



1. Volume of credit card purchases, expressed in terms of number of transactions and dollars, for each department
including FPS. (Transaction volume is particularly helpful because it gives us information about what controls
might or might not be pragmatic)

2. The extent of exceptions we process (missing receipts, other issues).

It would be good to discuss some of this in advance of the purchasing policy committee meeting, if possible. | recognize
that there are different ways to handle credit cards effectively, but | am personally skeptical that a lot of credit cards in
circulation combined with a decentralized review process can ever be consistent and effective in promoting
compliance. Typically | have seen centralized processes around review of credit card transactions (including T&E), with
department heads exercising their oversight through budgetary review. |also think reminders (like the MOU) can be
important to circulate because they provide means for a remedy if there are future issues, but whether they do much
to promote compliance in addressing the types of problems that were raised in the 2020 audit is questionable.

I look forward to discussing further. Also copying Chris as he may have additional input.
Best,

Lori

On Feb 8, 2023, at 11:57 AM, Saxl, Concetta <CSaxl@fairfieldct.org> wrote:

Hello Lori,

| hope that you are doing well. | received your voicemail message and am sending you the last credit card audit dated
2-5-2020 for your review. Further, please know that on January 6, 2023 | sent an updated “Credit Card Memorandum
of Understanding” (attached) aka updated credit card policies and procedures to all cardhalders and their supervisors
along with other pertinent, associated forms such as the updated reconciliation voucher (attached). Cardholders were
required to sign the last page of the policy document acknowledging that they have read, understood and will abide by
the policies, procedures, responsibilities and limitations associated with the use of the Town Credit Card. | received
100% response/signed acknowledgement forms back from all cardholders. Each signed document will now be
maintained in the respective employee’s personnel file in Human Resources.

The updated credit card palicy includes the following new procedures:

Any single credit card purchase that exceeds $1,000 must receive email approval first from the Department Head and
then from the CFO prior to making the purchase. The email approval from the Department Head/CFO must be attached
to your monthly Reconciliation Voucher Package submitted to Finance.

If the cardholder is also the Department Head, then you must forward your monthly Reconciliation Voucher Package to
the CFO for approval.

Use the new, updated Credit Card Reconciliation Voucher dated 1/4/2023 for the next billing cycle.

I also included the top 11 reminders for cardholders:

Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance
Department on a timely basis each month (within 10 days of American Express statement closing date).

All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be attached to your
Reconciliation Voucher sheet.

If you lose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your Reconciliation
Voucher.

Prior to submission, all Reconciliation Voucher Packages must be signed off by your Department Head.

Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should be
purchased from WB Mason - the Town approved vendor for office supplies.
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Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

Do not pay state sales tax. Remember to teli the cashier at time of purchase that the Town of Fairfield is a municipality
and is tax exempt from state sales tax or use the CERT-112 or CERT134 forms attached.

All information technology purchases must first be pre-approved by the Director of Information Technology.

Use the free shipping option for all purchascs whenever available.

All Food purchases must be documented and justified utilizing the “Travel and Meeting Expense Report” and must
pertain to Town business or meeting.

All out of state travel must first be pre-approved by the First Selectwoman using the “Request For Out of State Travel”
document attached.

Also, the "Request for Out of State Travel” form (attached) was recently undated and will be sent to all departments
for their use.

Please feel free to reach out to me if you have any questions or require anything further. Thank you.

Connie M. Sax!
Internal Auditor

Toton of Fairfield

Sullivan Independence Hall

725 Old Post Road Phone (203) 256-2919
Fairfield, CT 06824 Fax  (203) 255-/380

<Credit Card Expenditures Audit 2020 - Final 2-5-2020.pdf><Credit Card Memorandum of Understanding 1-4-
2023.pdf><CC Reconciliation Voucher 1-4-23.pdf><Request for Out of State Travel - Updated 1-24-2023.pdf>



Simpson, Cathleen

From:
Sent:
To:
Subject:

That’s fine w me

Sent from my iPhone

Lori T. Charlton <ltcharlton@optimum.net>
Friday, February 10, 2023 2:49 PM
Simpson, Cathleen

Re: Call

On Feb 10, 2023, at 2:15 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

| am available at 3:45

From: James Baldwin <jbaldwin@cbklaw.net>

Sent: Friday, February 10, 2023 1:40 PM

To: DeWitt, Christopher <chrisdewitt103@gmail.com>; Charlton, Lori <ltcharlton@optimum.net>
Cc: Simpson, Cathleen <CSimpson @fairfieldct.org>; Courtemanche, Joanne
<JCourtemanche@fairfieldct.org>

Subject: RE: Call

Can we say 3:45? | have BOS at 4.

From: CDeWittCountry <chrisdewitt103@gmail.com>

Sent: Friday, February 10, 2023 1:38 PM

To: Lori T. Charlton <ltcharlton@optimum.net>

Cc: Simpson, Cathleen <CSimpson@fairfieldct.org>; James Baldwin <jbaldwin@chbklaw.net>;
Courtemanche, Joanne <JCourtemanche@fairfieldct.org>

Subject: Re: Call

Works for me

Christopher DeWitt

Cell: {203) 570-5650

Email: Chrisdewitt103@gmail.com

On Feb 10, 2023, at 13:37, Lori T. Charlton <Itcharlton@optimum.net> wrote:

Cathleen,

We are hosting guests this weekend so I'm not available today. | could do Monday at
4PM if that works for others.

Lori



Sent from my iPhone

On leb 10, 2023, at 1:24 PM, Simpson, Cathleen
<CSimpson@fairfieldct.org> wrote:

Good Afternoon,

Jim and | would like to set up a call to discuss your email. Does
today at 3:00 pm work or sometime on Monday? | looped in Joanne
Courtemanche, Labor Relations Specialist, to help coordinate this.

Best,

Cathleen

Cuttitorn L. Himpion
Hrmarrs FRosarrroes Oirector
Glzom of Foairfietit

ottty -ﬂu@u«ﬁw«f i
785 it F e ot
Fairpele, CT VO824
(#75) 350-6009



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, February 21, 2023 6:14 PM

To: Charlton, Lori

Ce: DeWitt, Christopher; Courtemanche, Joanne; Baldwin, James
Subject: Follow up

Good Evening Lori,

I did not forget about you. | have been working on getting you the information and thought | would have it done
by now-to many interruptions today, particularly with the budget this week and HR is presenting tonight for the
THEA cba. | need a few more hours to get this together and stopping work now to grab a bite before the
committee meeting.

Will have something for you tomorrow.
Best,
Cathleen

Cisthtoon: G MW»-
Goarn. of Fraifieted

Clullissen Irnclgponitonce Hill
785 Cwt iy Gload
isfielt. CT VOS24
(#75) 350-6002






TOWN OF FAIRFIELD

AMERICAN EXPRESS RECONCILIATION VOUCHER - 2023
Please complete both pages

DEPARTMENT / NAME OF CARDHOLDER:

UPDATED FEBRUARY 2023

DATE OF AMEX STATEMENT: DATE SUBMITTED:

[\END_OE"T | Account | AMOUNT (PRIOR ITEMIZED PURCHASE &
EMAIL APPROVAL FOR | JUSTIFICATION*
PURCHASES $1,000 OR
MORE MUST BE
ATTACHED TO THIS

S o __|FORM) S I
PAGE 1 OF 2



JUSTIFICATION REQUIRED:

» DESCRIPTION OF PRODUCT, PURPOSE, WHY THE ITEM WAS ORDERED ON THE CREDIT CARD RATHER
THAN THROUGH THE PURCHASING/BIDDING PROCESS OR A PINK VOUCHER. FOR TRAVEL, MEETINGS
AND MEALS, PLEASE REFER TO THE NECESSARY REQUIRED INFORMATION QUTLINED ON YOUR SIGNED
CREDIT CARD MOLICY AND COMPLETL THE ATTACHED MELTING & MEAL BACKUP IT APPROPRIATL..

» |FANY OF THE ABOVE INFORMATION IS NOT INCLUDED, THE RECONCILIATION VQUCHER WILL BE
RETURNED TO THE CARDHOLDER FOR IMMEDIATE COMPLETION.

¢ ALL SALES RECEIPTS MUST BE INCLUDED WITH THIS VOUCHER.

¢ |F THE TOWN PAYS THE INVOICE PRIOR TO THE SUBMISSION OF JUSTIFICATION DETAILS AND
RECEIPT/BACKUP, THE CARDHOLDER MAY BE SUBJECT TO DISCIPLINE, UP TO AND INCLUDING
TERMINATION, LOSS OF CREDIT CARD PRIVILEGES AND/OR REPAYMENT TO THE TOWN FOR THE
PURCHASE(S), OR OTHER LEGAL ACTION.

| ATTEST THAT NONE OF THESE PURCHASES HAVE BEEN SPLIT TO AVOID TOWN BIDDING AND/OR APPROVAL
REQUIREMENTS, NOR DO ANY OF THESE PURCHASES CIRCUMVENT PROPER PURCHASING POLICIES.

CARDHOLDER: B _ DATE: o
APPROVED FOR PAYMENT BY:
DEPARTMENT HEAD: _ DATE:

(OR CFO IF CARDHOLDER IS A DEPARTMENT HEAD)

(THE ABOVE TWO SIGNATURES ARE REQUIRED)

OVERLAPPING POLICIES AND RULES:

TOWN TRAVEL & MEETING POLICY, PURCHASING POLICY, FRAUD POLICY, ETHICS POLICY, EMPLOYEE OATH,
CHARTER

PAGE 2 OF

UPDATED FEBRUARY 2023



TOWN OF FAIRFIELD

MEETING & MEAL BACKUP
Employee/Credit Card Holder Name:
Department:
Meeting Date: Meeting Purpose:
Meal Vendor and Cost:

Participants:

Name ) ' Department




Employee Name:
Department:
Event:

Date of Submission:

TOWN OF FAIRFIELD
TRAVEL & MEETING REPORT — 2023

' Date rDescription

| TRAVEL | Room Meals | Other Expense

| Mileage/Air/Rail/Other |

| Amount

Total Expense:
Charged to Credit Card:

Employee Reimbursement:

Updated 2023

Mileage Reimbursement effective 1/1/23 — 65.5 cents/mile




TOWN OF FAIRFIELD

AMERICAN EXPRESS RECONCILIATION VOUCHER - 2023

Please complete both pages

DEPARTMENT / NAME OF CARDHOLDER: Human Resources / Cathleen A. Simpson

DATE OF AMEX STATEMENT: 2/3/23

DATE SUBMITTED: 2/5/23

S

VENDOR* | ACCOUNT AMOUNT (PRIOR | ITEMIZED PURCHASE &
EMAIL APPROVAL FOR | JUSTIFICATION*
PURCHASES $1,000 OR
MORE MUST BE
ATTACHED TO THIS
- ol |FoRm) I
UPS 01001330-XXXXX 25.74 Return of specialized HR forms |
(receipt attached) | that were not to our expectation. |
Bagel Emporium OlOOTEZO—XXX_XX - | 76.32 - Coffee and mini bagels for
(receipt attached) mandatory department head
supervisory training (see
o - - attached list of participants) B
Shred-It Company 01001330-XXXXX | 475.00 Heavy Duty Shredder (not
(e-receipt attached) available through WB Mason) for
o ] - confidential paper shredding
Human Resources ‘R’ 01001330-XXXXX $1,-32_é.00 3-Day Conference in Saratoga
Us — Conference for HR Springs, NY (see attached Travel
Professionals at Hotel & Meeting documents, including
Inn & Spa, Saratoga pre-approved Travel Request
Springs, NY Form signed on Dec. 1, 2022).
Hotel and Conference
Fee (all receipts
attached) _ -
Saratoga Springs Mobil | 01001330-XXXXX 51.75 Gas for personal vehicle use for
- 3 - conference -
Greenwich CT CITGO 01001330-XXXXX 35.81 Gas for personal vehicle use for
S . |confeence
TOTAL | $1,992.62
e I N I

PAGE 1 OF 2

UPDATED FEBRUARY 2023




JUSTIFICATION REQUIRED:

* DESCRIPTION OF PRODUCT, PURPOSE, WHY THE ITEM WAS ORDERED ON THE CREDIT CARD RATHER
THAN THROUGH THE PURCHASING/BIDDING PROCESS OR A PINK VOUCHER. FOR TRAVEL, MEETINGS
AND MEALS, PLEASE REFER TO THE NECESSARY REQUIRED INFORMATION OUTLINED ON YOUR SIGNED
CREDIT CARD POLICY AND COMPLETE THE ATTACHED MEETING & MEAL BACKUP IF APPROPRIATE.,

* |F ANY OF THE ABOVE INFORMATION IS NOT INCLUDED, THE RECONCILIATION VOUCHER WILL BE
RETURNED TO THE CARDHOLDER FOR IMMEDIATE COMPLETION.

* ALL SALES RECEIPTS MUST BE INCLUDED WITH THIS VOUCHER.

s IFTHE TOWN PAYS THE INVOICE PRIOR TO THE SUBMISSION OF JUSTIFICATION DETAILS AND
RECEIPT/BACKUP, THE CARDHOLDER MAY BE SUBJECT TO DISCIPLINE, UP TO AND INCLUDING
TERMINATION, LOSS OF CREDIT CARD PRIVILEGES AND/OR REPAYMENT TO THE TOWN FOR THE
PURCHASE(S), OR OTHER LEGAL ACTION.

| ATTEST THAT NONE OF THESE PURCHASES HAVE BEEN SPLIT TO AVOID TOWN BIDDING AND/OR APPROVAL
REQUIREMENTS, NOR DO ANY OF THESE PURCHASES CIRCUMVENT PROPER PURCHASING POLICIES.

CARDHOLDER: CathleenA. Simpsow DATE: February 5, 2023
APPROVED FOR PAYMENT BY:
DEPARTMENT HEAD: Jawed Schunitt DATE: February 12, 2023

(OR CFO IF CARDHOLDER IS A DEPARTMENT HEAD)

(THE ABOVE TWO SIGNATURES ARE REQUIRED)

OVERLAPPING POLICIES AND RULES:

TOWN TRAVEL & MEETING POLICY, PURCHASING POLICY, FRAUD POLICY, ETHICS POLICY, EMPLOYEE OATH,
CHARTER

PAGE 2 OF 2

UPDATED FEBRUARY 2023



TOWN OF FAIRFIELD
MEETING & MEAL BACKUP

Employee/Credit Card Holder Name: Cathleen A. Simpson

Department: Human Resources

Meeting Date: January 20, 2023 Meeting Purpose: Mandatory Supervisory Training for DHs
Meal Vendor and Cost: Bage! Emporium - $76.32

Participants:
Name _ — [vcputmem
PatMshoney | Building I
Mark Barnhart ~ | Community & Economic Development _
Tim Bishop N Conservation S _ .
Bill Hurley | Engineering - -

Jared Schmitt ) o Finance i
Denis McCarthy Fire - ]
Sands Cleary ) Health L L
lulie DeMarco Human & Social Services 3 .
Dave Kelley IT

| Scott Jarzombek Library -
Justin Cathcart Marina B __ L
Anthony Calabrese Parks & Recreation
Bob Kalamaras Police
John Marsilio o Public Works

| Ross Murray Assessor
David Kluczswski o Tax Collector )
Betsy Browne | Town Clerk o

| Jim Wendt | Town Plan & Zoning ]
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TOWN OF FAIRFIELD

REQUEST FORM - OUT OF STATE TRAVEL

Employee Name: C AH/) ' EEN S‘ m PSOV\

Department: H u VVM(V) Rﬁgo hvce ¢

Reason for Travel: GOV){W@(/IC@ _éV i‘he PVOF6§§(OV] /‘J <

Dates of Travel: \J—a V.- | % , 202%

Estimated Cost: 4 ‘ (;OO (aPPVDX>

(Monies must be available in your department’s Travel and
Meeting account.)

| ™
Approved By First Selectwoman: WW %’ 6{” m

Date of Approval: D@C/ "LZOZZ—

This completed and approved form must accompany your Travel and
Meeting Report,

[tfinevary Attacned
Yo Lunck provided . Conf. 12°5

\/IZ_ Bfast ¢ Lund v Conf. %-5
\/\77 B‘ﬁlf}f Provided C/DVHC 2 - 17

Rev [-4-23



TOWN OF FAIRFIELD
TRAVEL & MEETING REPORT - 2023

Employee Name: Cathleen Simpson

Department: Human Resources
Event: Human Resources ‘R’ Us — Conference for HR Professionals (Hotel

Date of Submission: February 5, 2023

Date Description TRAVEL | Room Meals Other Expense Amount
, i _ | Mileage/Air/Rail/Other [ _____
| 1/11/23 | Conference | 137 miles @ 65.5 | 289.00 | Dinner 23.00 Conference 1,203.49
' cents/mile = 89.74 ! Expense Total

; g [ | 750.00

L [ I - | Gas: 51.75 ) y
[ 1/12/23 |' Conference | N | 289.00 Dinner 23.00 i ] 312.00
' 1/13/23 _T Conference | 137 miles @ 65.5 ' Lunch 12.00 Gas: 35.81 137.55
- lI cents/mile =89.74 | B _
_ ! - = 4 . :
——— — - —

Total Expense:
Charged to Credit Card:

Employee Reimbursement:

$1653.04
$1,415.56 (Conference fee, Hotel, Gas)

237.48 (Mileage & Meals)

*Please note that meal receipts are greater than approved meal allowance and
other meal expenses were paid out of pocket by employee.

Updated 2023

Mileage Reimbursement effective 1/1/23 - 65.5 cents/mile

the reimbursement is for the maximum meal allowance only;






Simpson, Cathleen

From: Saxl, Concetta
Sent: Friday, January 6, 2023 1:38 PM
To: Bahr, Philip; Barnhart, Mark; Barry, Patrick; Bishop, Timothy; Bodie, John; Bosse, Caitlin;

Broderick, Keith; Brown, Gaylen; Buckholz, Scott; Caisse, Roger; Cathcart, Justin;
Chizmadia, John; Cleary, Sands; Coarse, Thomas; Delmhorst, Robert; DeMarco, Julie;
Demko, Rich; DiTullio, Jahn; Dunn, Kyran; Esposito, Felix; Fisher, Jan; Fox, Kevin; Jaronko,
Santina; Gomola, George; Grace, Peter; Granata, Antonio: Guerrera, Robert; Hayes, Dan;
Hine, Bill; Hurley, William; loli, Christopher; Jarzombek, Scott; Johnson, John W.:
Kalamaras, Robert; Kalapir, Erik; Kelley, David; Koval, Peter; Kupchick, Brenda: Laseman,
Jennifer; Lippman, Justin; Lyhne, Tamara; Mahoney, Pat; McCarthy, Denis; Miller, Paul;
Minder, Jeffrey; Mitchell, Jill: Novak, Doug; Panilaitis, Matt; Paris, Michael; Paules,
Virginia; Riendeau, Matthew: Rigoli, Vinny; Ryan, James; Sardinha, Aurelio; Seres,
Chelsea; Sherwood, Schuyler; Stahl, Michael; Sweeney, Nancy; Swift, Jim; Testa, Gary;
Walkinshaw, Ryan; Weihe, Edward; Wiltsie, James; Browne, Betsy

Cc: Foley, Gerald; Ritchey, Peter; Schmitt, Jared; Simpson, Cathleen: Murray, Ross; Marsilio,
John; Calabrese, Anthony; Cottell, John; Kluczwski, David:; Politi, Cathy; Waggner,
Matthew; Wendt, James

Subject: FW: Town Credit Card Policy and Procedures - Please Read

Attachments: Credit Card Memorandum of Understanding 1-4-2023.pdf; CC RECONCILIATION
VOUCHER UPDATED 1-4-2022 xIsx; REQUEST FORM - OUT OF STATE TRAVEL
1-4-2023.doc; Credit Card - Missing Receipt Form.xlsx: Travel Meeting Expense Report
1-4-22.docx; Cert-112 Form.pdf; Cert-134 Form.pdf: Travel and Meeting Policy
1-4-2023.pdf

Town Credit Cardholders:
Please find attached the updated Town of Fairfield Credit Card policy entitled “Credit Card Memorandum of

Understanding”. As a cardholder, you are required to understand and abide by the policies, procedures, responsibilities
and limitations associated with this policy and the use of the Town’s credit card.

Please read the attached UPDATED policy and complete the last page entitled “Cardholder Memorandum of
Agreement”. Please forward the completed LAST PAGE ONLY back to me via email (scanned pdf document)

or via interoffice mail by January 18, 2023.

1. Any single credit card purchase that exceeds $1,000 must receive email approval first from the Department
Head and then from the CFO prior to making the purchase. The email approval from the Department Head/CFO
must be attached to your monthly Reconciliation Voucher Package submitted to Finance.

2. If the cardholder is also the Department Head, then you must forward your monthly Reconciliation Voucher
Package to the CFO for approval.

3. Use the new, updated Credit Card Reconciliation Voucher dated 1/4/2023 for the next billing cycle.

Top 11 Reminders:
1. Reconciliation Voucher Packages for your credit card purchases are required to be submitted to the Finance
Department on a timely basis each month (within 10 days of American Express statement closing date).
2. All backup documentation, i.e., receipts, sales slips, “Travel and Meeting Expense Report” must be attached to
your Reconciliation Voucher sheet.

=
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3. Ifyoulose a receipt, please complete the “Missing Receipt Form” and attach the completed form to your
Reconciliation Voucher.

4. Prior to submission, all Reconciliation Youcher Packages must be signed off by your Department Head.

5. Utilize all available discounted pricing for your purchases whenever possible. Department office supplies should
be purchased from WB Mason — the Town approved vendor for office supplies.

6. Gasoline should not be purchased on the Town credit card. Use the Travel and Meeting Expense Report for
reimbursement for mileage of personal vehicles or use the Town gas pumps for Town vehicles.

7. Do not pay state sales tax. Remember to tell the cashier at time of purchase that the Town of Fairfield is a
municipality and is tax exempt from state sales tax or use the CERT-112 or CERT134 forms attached.

8. Allinformation technology purchases must first be pre-approved by the Director of Information Technology.

9. Use the free shipping option for all purchases whenever available.

10. All Food purchases must be documented and juslified ulilizing the “Travel and Meeting Expense Report” and
must pertain to Town business or meeting.

11. All out of state travel must first be pre-approved by the First Selectwoman using the “Request Form — Out of
State Travel” document attached.

I have also attached other documents associated with the “Credit Card Memorandum of Understanding” in Word or
Excel format for ease of use. They will also be posted on the Town share drive as well.

Please feel free to contact me if you have any questions. Thank you.

Connie M, Sax!
Internal Auditor

Qotwn of Fairfield

Sullivan Independence Hall

725 Old Post Road Phone (203) 256-2919
Fairfield, CT 06824 Fax (203) 255-7380



Town of Fairfield
Procurement (Credit) Card Program

Memorandum of Understanding

Between:

Employee Name (Cardholder)

And:

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I.  General Policies:

* The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

* The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This
includes alcoholic beverages, cash advances, gift certificates, fruit
baskets, birthday cakes, retirement gifts, donations,
pharmaceuticals, etc.



IL

You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

Purchases must not be split to avoid Town bidding and/or
approval requirements.

Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

The nature of all purchases must be substantiated at all times and

you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

Consequences of misuse of the credit card may include any one
or combination of the following remedial actions:

e Verbal notification of infraction;

» Written notification of infraction with copies sent to the
Chief Elected Official;

* Card suspension with permanent loss of privileges;

* Disciplinary action up to and including personal liability,
repayment and/or termination of employment.

Questions concerning procurement regulations should be
directed to the Director of Purchasing.

Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have
department required purchases initiated by the person most
knowledgeable about the expenditure.



III.  Purchasing Procedures at Merchant’s Site, Telephone Order
or Internet;

° You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

 If possible, capital items should not be purchased on the credit
card. This includes computers, printers, machinery, equipment
and other capital items with individual costs greater than $1,000.

* Any single credit card purchase that exceeds $1,000 must receive
email approval first from the Department Head and then from
the CFO prior to making the purchase. The email approval from
the Department Head/CFO must be attached to your monthly
Reconciliation Voucher submitted to Finance.

* Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert-134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

* Obtain a sales receipt for all purchases.

¢ Obtain and retain your sales receipts for verification and
reconciliation to your monthly Statement of Account from
American Express.

* Whenever possible use the free shipping option if it is available
to you.

° Consult with Purchasing to ensure that you are using pre-
approved local order vendors when making purchases.



IV.

Procedures After Purchase:

s At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:

1.

Compare your receipts to the monthly Statement of Account
from American Express for accuracy.

Obtain a blank copy of a Reconciliation Voucher sheet from
the Finance Department. (Attached)

Record credit card expenditures by appropriate general ledger
account number and amount on the Reconciliation Voucher.

Attach copies of the sales receipts and monthly Statement of
Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.

The total expenses recorded per the Reconciliation Voucher
must agree to the total expenditures per the monthly
Statement of Account from American Express.

A minimum of the following two signatures are required on
the Reconciliation Voucher:

You - The Cardholder
Immediate Supervisor (if applicable)
Department Head

The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.



7. Forward the Reconciliation Voucher and receipts to the
Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

Travel and Meeting Documentation:

All credit card purchases for Travel and Meeting must comply
with the Town Travel and Meeting Policy.

All items charged to your credit card for the purpose of Town-
related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.
(Attached)

The Travel and Meeting expense report will detail the date,
place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

It is imperative that all Travel and Meeting charges be for Town
business related purposes only and are necessary expenses

required to conduct Town business.

Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairfield,
including interns, volunteers, committee members, vendors, and
outside business associates. (Meals may be purchased for other
Town employees but you must designate the name of each
employee and the purpose of the meeting on your Travel and
Meeting expense report.)

Meals during Town Business and Town Meetings: The meeting
should have a clear, reasonable, specific business purpose and
agenda.



 Gratuities must not exceed 18% and alcoholic beverages are not to
be purchased on the Town credit card.

Daily Meal Reimbursement Amounts: When out of Town or when
traveling on Town Business:

| Breakfast Il $11 | Town 5usiﬁ:gs?féﬁ§Eéﬁ\?égn_f:—(f)-é.rﬁ; and 9:00 am.
Lunch _$12 | Town business falls between 12:00 p.m. and 2:00 p.m.
Dinner | $23 | Town business falls between 5:00 p.m. and 7:00 p.m.

¢ Dinner pertaining to Night Meetings after work will be
reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the meeting
as a requirement of his/her job after working hours.

V1. Disputed Items:

* The cardholder is responsible for reporting/returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

e If charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must be
noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will credit
the disputed charge on the following month’s statement.

VII. Lost or Stolen Credit Cards:

¢ If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).

* Provide the following information to the Director of Purchasing;
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.



* Any fraudulent activity occurring on your credit card must be
immediately reported to the Director of Purchasing.

* American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on

your account.

VIIL. Changes to Cardholder Information;

* Changes to a cardholder's name should be reported to the
Director of Purchasing. A new credit card will be issued.

e If you terminate your service with the Town of Fairfield, you must
return your credit card to the Director of Purchasing prior to

leaving.

e If you move to a new job/position in another department, you
must notify the Director of Purchasing prior to the change.

PLEASE SIGN AND RETURN CARDHOLDER MEMORANDUM
OF AGREEMENT ON THE FOLLOWING PAGE.

Updated 1-4-2023



Town of Fairfield
Procurement (Credit) Card Program

& & e

CARDHOLDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

The Town reserves the right to review and inspect goods
purchased by you on your credit card at any time.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credit Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR AND YOUR PERSONNEL
FILE ~

Updated 1-4-2023



Town of Fairfield
American Express
Reconciliation Voucher

Statement Period:

Cardholder Name:

(Please Print)
Department:

***ATTACH RECEIPTS AND AMEX STATEMENT TO BACK***
FOR ANY SINGLE PURCHASE EXCEEDING $1,000, YOU MUST ATTACH THE PRINTOUT OF THE CFO'S PRIOR EMAIL APPROVAL.

MUNIS Account # Vendor Name Amount Brief Description of Purchase - attach Travel &
Meeting Report If Applicable
TOTAL CHARGES: S -
Cardholder Signature: If the cardholder is also the
Department Head, then you must forward
Reviewed/Approved By: this packet to the CFO for approval.
Department Head - Sigh Name
CFO Signature:
Department Head - Print Name
CFO Date Approved:
Date Approved:




TOWN OF FAIRFIELD

REQUEST FORM - OUT OF STATE TRAVEL

Employee Name:

Department:

Reason for Travel:

Dates of Travel:

Estimated Cost:

(Monies must be available in your department’s Travel and
Meeting account.)

Approved By First Selectwoman:

Date of Approval:

This completed and approved form must accompany your Travel and
Meeting Report.

Rev, 1-4-23



TOWN OF FAIRFIELD
MISSING RECEIPT FORM
PROCUREMENT CARD PROGRAM

Cardholder Name:

Please Print

Cardholder Department:

Card Number (Last 4 Digits Only):

Merchant Name:

Date of Transaction:

Amount of Purchase:

What was purchased?:

Cardholder Signature:

Department Head Name:

Please Print

Department Head Signature:

Repeated losses of receipts may be an indication of non-compliance with the Credit
Card Program and grounds for disciplinary action.

**ATTACH TO MONTHLY AMERICAN EXPRESS RECONCILIATION VOUCHER SHEET**




Degpartmeant 9F Revanua Sarvices
State of Camacticut

450 Colurrous 8ivd Ste 1
Hartford CT 06 103-13837

(Rav 67/09)

CERT-134

Exempt Purchases by Qualifying Governmental Agencies

Generai Purpose: Cuabfying goverimantal agencics nuust issue this certificate
ilees when pusclusing teapible personal property or enumeratad services.

to
For purpuses

uf this seruficate, gualifving govermimental agencies imclude

+ The United States and its agencies;

» The Stale of Connecticut or vs political subdivisioas or their agenc:

»  LCertain other entities exempl under Connecticut law; and
= Persons acting as agents for any of thesc entities

A qualifying govenmental agency may use Lhis certificate to purchase any
tangible personal property for resaie at wny one of five tundraising o soctal
events nfa day s duration during any calendar year. The event must be exeinpt
from tax under Coun. Cen Stal. §12-412(94) Otherwise, governinental
agencies are not 2llowed to purchase tangibie personal property forresale with
this certificale. Sez Special Notice 98(11), Exemprion Framn Soles and Use
Twves of Sales bv Nonprofis Organizations at Pundraising or Social Evenss

Statutory Authority: Conn. Gen Stat, §12-412(1)(A)

Instructions for the Purchaser: An authorized person acting on i
of a qualirying yovermmenta. agency must ssue and sign this cert
advise the seller of rangile personal property or taxable services that sales
and use taxes do not apply to the purchase. The purchases musl be made by
the qualifying governmental agency using the agency’s own fands.

Purchases tnade by individual employees who will b reimbursed by a qualifying
governmental agency do not qualify tor exemption under any circumstances,
even if the purchases are made in the employee’s official capacity.

[1"a pirchaser other than an agency of the U.S. or the State vf Connecticut,
not named on the reverse of this certificate, is expressly exempted {rom state
sales and use laxes by a federal or Connccticut statite, the purchaser must
identify ihe exempting statute on the raverse of this certificate. [f a purchaser
is nol expressly exempted by a federal statute, but believes it is exempt by
reason of federal law, it nust request a letter from the Department of Revenue
Services (DRS) (address above) acknowledging the exempt status and attach
a copy of thz letter Lo this certificate.

Purchases of Meals and Lodging: In genetal, qualiiying govemnoental
agencies may not use this certificate to purchase meals und lodging, but
tnust get preapproval {rom DRS for these purchases, and use CERT-12Z,
Exempt Purchase of Meals and Lodging by Exempr Entities, or CERT-123.
Blanket Certificate for Exempt Qualifying Purchases of Meals or Lodging
by an Fxempl kntity

However, a qualilying governinental agency may purchase meals <ax exzinpt
using this cerlificale, without priar approval trom TIRS, when it will resell
the meals at coe of five fundraising or social events per year exempt under
Conn. Gou. Stat §12-412(94). See Policy Statement 2003(4), Purchases of
Meals or Lodging by Exempt Entities,

Federal Government Purchases Not Requiring This Certificate:
The fedewa) government has implemented the “GS& SmartPay™ program.
which uszs tour categaries of cards: Fleet, Purchase, Travel, and Integratad
Caids. Federal employees may purchase tangihle personal properly and
services, including meals and lodzing, tax exempt when using GSA Sman lPay
cards, 1 the purchases are billed 1o and pawd by the federal government 1J S
govemment ageucies making tax-axempt purchases using GSA SmartPay
cards e nat required to use any DRS cedtificates or to et pieapproval for
purchases. Some GSA SmartPay purchases do not qualify for exeription
See Pulicy Stutement 2009(2). Retnilery Accepmnce of US Govarnment

CGSA SmartPav 27 Charge Curds fir Exempt Purchases

Ins*ructions for Agents Making Purchases for Qualifying
Governmental Agencies: & fersou acung as (e agent of a qualifying
of tangible parsonal piopetty ot
ate o notily the seller sates and

povernrmantal agency making purchase

Caumerated SoivICes 1must Isst
use 1axes du noi apply W ihe charaes fov the purchases

The agent must

s Camplete and sian this cetnficate as the purchaser:

ie docurent From the qualifysig goveminental agency
innates the persan as the agent for purchasing the types

= Atlach acopy
thal expiessly de
ol goods or services being purchased; and

» Claim an exsaplion oniy on parchases of goods or services used
axclusively by the qualitying yovammenial agency

Kee the documents attached, and records that

substantiate Uie infonmaton amicred on this certificate for at least six yeas

a copy of this certificace,

from the date inig certificate 1s sstizd

Instructions for the Seller: Acceprance o7 his certificate, when properly
completed and accompanied by any other required dociments, relieves (he
szller from the busden of proving the sale and the siorage, use, or consumption
of the tangible personal pruperty or taxable servives are not subject to sales
and use taxes This certficate 1s vakid only i taxen in good faith from a
person who s authonzed o furnish it to the seller o bebalf ot a qualifying
govermmental agency, The gned faith of the seller will be questioned if the
seller has knowledge ot facts that give rise o a reasonable inference the
purchager is aof a qualifying gnvermimental agency or an agent of a qualifying
governmental agency or the items purchased will not be used exclusively by
or on behalf of the qualifying governmentai agency

purchaser for at lzast six ycars from the date the items or services were
purchased. The bills. invoices, or records covering the purchase made under
this certificate must be marked “'Exempt Under CERT-134™ to indicate an
exempt purchase has occurred

Keep this cerlificate, the documants attached. and bills or invoices to the

This certificate rnay be used for asingle exempt purchase, inwhich case the box
marked “Certificate for One Purchose Only” must be checked, This certificate
may also be used for a continuing line of exemnpl purchases, i which case the
box marked *Blanket Certificare must he checked, [t remains tn eftect for three
years unless the purchaser revokes (t W wriing before the three-year periad
cxpires. CERT-134 may nol be used as a blankel certificate for purchasces of
tngible personal property for resale at any one of five fundraising ot social
evenls per calendar year exempt under Conn. Gen, Stat. §12-412(94).

A qualifying governmental agency must pay for its exempt purchases with &
check drawn on 1ts own account or with a eredit vard issued in its own name
(and uot in the name of any of ils memnbers or officers). An exemp( purchase
ot'$10 or less mmay be made using cash, as jang as the purchase is made with
the qualifymy govermmental agency s owu funds, except a blanket certificate
miay nol be used tor cush purchases.

For Mare Infarmation: Call DRS at 1-800-382-9463 (Connecticut calls
outside the Greater Hariford caliing area onty) or 860-297-5962 (from
anywhere) 1TY, TDD, and Text Telephone ascrs only may lransoil
ingumes 24 bours a day by calling 860-297-4911. Visit the DRS website at
wivw, el gov/DRS w preview and download fonns and publications.



Purchases is
[T United States ) i [ Stare nf Connecticie

NaIng of i Name of arency (1t
1 geney

[ Federal credit union ) O Connecticut mumieipality R
Name o) eredit cnron

Townerdi

O other entity exempted by Councobzul Javw — = 5 - —
Mame of eanty Exempting Connecticut statute
T Other entity exempted by federnl law =) =
Name of entity

Exerinting federal statute
or chack box if acknawledgment letier from DRS is attached [
O cannecticut Developmeut Autharity

above {Atich docuinentation of appoistinent as agenl )

O Ageat of a qualifying gevernments! ageney Lis

Name of agent:

Agent's CT Tux Registration Number Agent's Federal Employer 1D Number, = = e

Name of gualifying governmientlal agancy

Appoiated agent for making the following types of purchascs ' o

Address of purchaser:

CT Tax Regusiration Number

Nante of seller | Address
(1M none, explain )

' Federal Employer 1D Nwumnber

Check one box:
[1 Blanket certificate (CERT-134 may not be usad us a blunket certificale for purchases of tangible personal property for resale at uuy une of five
fundraising or socia) events per calendar vear exempt under Conn. Gen. Stat. §12-412(94). See below.)
{1 Certificate for one purchase only

O Ppurchases that qualify for exemption uader Conn Gen: Stat §12-412(94) ludicate the number of prior fundraising or social events during this
calendar year for which you claimed exemption under Conn Gen Stat, §12-412(94): o

Check the appropriate box(es) and provide a wiitlen description of cuch item purchascd

O Tangible personal property O Taxable services

Description:

Declaration by Purchaser
The item(s) described above are tangible personal property or services being purchased under the exemption provided in Coon. Gen. Stat, $12-412(1)(A)
or other applicable stalute. The purchase of these items is uxempl from sales and use taxes.

[ declare under penalty of Taw that I have examined this certificate (including acy accompanying schedules and statements) and, to the best of my knowledge
and belief] it is true, coniplete, and correct. T understand the penally for willfully delivering a false retum to DRS is a fine of not more than $5,000 or
imprisonment for not more than five years, or both

Name of purchaser

By:

Title Date

Signature of authorized person

If the purchaser is an enlity exempted uader Coancclicut law otlicr than Conn Gen. St §12-412(1)(A), [ have entered the citation of the exempting law
abave  If the purchaser is an entity exempted uader federal law, T have entercd the citation of the exempting law above, or, if there is 1o specific stawiory
authonty, I have attached a copy ot the letter [tum DRS acknowledging the exempt status,

[the purchaser is an agent ofa qualifying governmental agency, 1 have atacned a copy of the docurnent from the qualifying governinental agency expressly
designating the purchaser as agent.

CERT-134, Excmpi Purchase e Qualifiing Goseramanie? Agences i Rev 37704) Conneclicul Departient of Revenue Scrviees



TOWN TRAVEL AND MEETING POLICY

PURPOSE

Town-wide travel and meeting policies and procedures have been
designed to:

« Ensure that employee Travel and Meeting Reports submitted to the
Finance Department are properly completed and include proper
supporting documentation.

« Increase internal accounting controls over employee requests for
reimbursement.

» Ensure that reimbursements are made for valid and approved business-
related expenses.

« Establish consistency among employee Travel and Meeting Reports
submitted for reimbursement.
POLICIES

Town employees shall be reimbursed for expenses incurred in the
performance of their work duties.

Ali travel and meetings shall be approved by the department head and
shall be in accordance with the rates and criteria set forth in this policy.

Reimbursable Travel and Meeting Expenses: Expenses incurred that
are essential to transacting official Town business, including, but not
limited to the following will be reimbursed:

e Use of privately owned vehicles for Town business:

o Privately owned vehicles may be used for Town meetings,
conventions and seminars. Mileage reimbursement shall be in

1



accordance with IRS guidelines (unless designated otherwise
per collective bargaining agreement). Currently, the IRS
recommends reimbursement at:

62.5 cents per mile effective July 1, 2022 for calendar year

2022.

65.5 cents per mile effective January 1, 2023 for calendar
year 2023.

Parking charges and toll charges incurred in the use of a

privately owned vehicle are reimbursable and must be
substantiated by proper receipts.

Charges for road service, repairs, towage and other similar
expenses are not reimbursable.

 Conventions and Seminars:

o Enroliment fees for convention and seminar attendance are
reimbursable and must be substantiated by event itinerary and
a proper receipt or canceled check.

o Meals: All

Meals and other Food Purchases Must be related to

Town Business purposes only:

e}

In-state meals will be reimbursed if Town business requires an

employee to be 15 or more miles away from his/her normal
work location and Town business falls during hours per the
schedule below. The reimbursement of business meals is set
at a maximum of $51 per day (unless designated otherwise
per union contract).

Out-of-state meals will be reimbursed according to the same

schedule below. The reimbursement of business meals is set
at a maximum of $51 per day (unless designated otherwise
per union contract).

‘Breakfast $11 | Town business falls between 7:00 a.m. and 9:00 a.m. A
Lunch $12 | Town business falls between 12:00 p.m. and 2:00
p.m.
| Dinner $23 | Town business falls between 5:00 p.m. and 7:00 p.m.
Incidentals $5 | Town business exceeds eight hours worked




o Dinner pertaining to Night Meetings after work will be
reimbursed at a maximum of $12 if the employee has worked
eight hours (normal working day including lunch) prior to the
meeting and it is mandatory that the employee attend the
meeting as a requirement of his/her job after working hours.

o Gratuities/tips should not exceed a maximum of 18% of the
total restaurant bill before tax,

o Meals must be substantiated by proper restaurant cash
register receipt and/or credit card receipt. Alcoholic
beverages purchased will not be reimbursed.

All air travel, lodging and car rental shall only be authorized at the
lowest available rate. No upgraded first class lodging, airfare or
car rental will be paid for by the Town. Employees are expected to
travel using the most economical means possible.

Lodging:
o Must be substantiated by proper receipt and credit card
receipt. In-room movie rentals will not be reimbursed.

Personal long-distance telephone calls will not be reimbursed.

Bus, Taxi, Airfare, Parking Fees, and Highway Tolls:

o Must be substantiated by proper receipts and credit card
receipt if applicable.

Important! All expenditures which encompass Town related travel or
meeting expenses must be documented on a Travel and Meeting
Report along with Department Head signature and receipts.

Travel and Meeting Reports can be obtained from the Finance
Department and must contain the following information:

Payee name

Department

Dates of travel and/or meetings
Explanation of the expense
Amount of each expense

Total amount due

Signature of Department Head



e All Travel and Meeting Reports submitted to the Finance Department
for reimbursement must be accompanied by proper supporting
documentation and signed off by the Department Head.

RETIREMENT PARTIES

A department may use appropriated Town funds toward an employee’s
retirement celebration party. Actual expenses for the party shall not to
exceed $100 per retired employee. Departments are encouraged to
combine group employee retirement celebrations into one party. Actual
expenses for a group retirement party (for three or more retirees) shall
not to exceed $300. A voluntary employee collection/contribution
amongst departments may be instituted to supplement the retirement
celebration expense.

Funds can be used for any expense related to the retirement party such
as cake, food, non-alcoholic drinks, decorations, flowers, etc. The
funds shall not be used towards a gift to the retiree.

It should be noted that the Town of Fairfield does not pay sales tax
when purchasing cake, food, etc. and the State sales tax exemption
certificate should be used at time of purchase. A State of Connecticut
sales tax exemption certificate form is attached.

Note: These funds may not be used for occasions such as employee
birthdays, weddings, anniversaries or other celebrations of a personal
nature, which should be paid for by employee contributions.

REQUEST FOR OUT OF STATE TRAVEL

« All out of state travel must be approved in advance by the First
Selectwoman. Prior approval is obtained by submitting a completed
Request for Non-local Travel Form to the First Selectwoman. Forms
can be obtained from the Finance Department.

« All Travel and Meeting Reports submitted to the Finance Department
will be reviewed by the Budget Director and are subject to budget
approval prior to payment.

MONETARY ADVANCES

« Monetary advances for Town travel/meeting may be obtained by
submitting a completed Employee Cash Advance Request Form to the
Finance Department. Forms can be obtained from the Finance
Department.



= A cash advance may not to be used to pay for personal services of
any nature.

» An advance request will not be granted to an employee with an
outstanding cash advance balance.

» An advance check will be available within ten days of receipt in the
Accounts Payable Office.

- If monies are given in advance for Town travel and meeting expenses,
then all receipts plus any left over cash comprising the total advance
allotted should be handed in to the Finance Department along with the
completed Travel and Meeting Report.

« Cash advances must be accounted for within ten working days of the
projected dates as defined in the preceding section, either with
adequate receipts, cash or a check for the balance made payable to the
Town of Fairfield.

 Failure to account for advanced funds in full within sixty days will result
in an employee payroll deduction for the balance due.

Updated: January 4, 2023



TOWN OF FAIRFIELD

Travel & Meeting Report

Employee Name Dept.
Date Places Visited Mileage Air/Rail Room Meals Other Enterfainment & Other Expense
Mo. | Day (use several lines if necessary) Other (- Description A t
Total Mileage .
Total Amounls 2

Auto reimbursement is 62.5 cents per mile - Effective 7/1/2022
Auto reimbursement is 65.5 cents per mile — Effective 1/1/2023 Total Expenses This Report

Date
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TOWN OF FAIRFIELD
STANDARDS OF CONDUCT
MUNICIPAL FRAUD POLICIES AND PROCEDURES

Public service is a public trust, and the proper operation of the Town of
Fairfield requires, that all Town officials and employees, whether elected or
appointed, paid or unpaid, be impartial and responsible to the public. Public
office and employment must not be used for unfair personal or financial
advantage. The public needs and deserves to have confidence in the integrity
of the municipal government of our Town.

Officers and employees of the Town of Fairfield must refrain from personal,
business, and financial activities that adversely affect the individual’s fidelity
and impartiality, having regards for the nature and scope of their official
responsibilities

STANDARDS OF CONDUCT

The Town of Fairfield official STANDARDS OF CONDUCT is described in detail
in the TOWN CHARTER -ARTICLE X1, sections 11.1 thru 11.5 (copy attached).

MUNICIPAL FRAUD POLICIES AND PROCEDURES

The Town of Fairfield is committed to protecting its assets against the risk of
loss or misuse. Accordingly, it is the policy of the Town of Fairfield to identify
and promptly investigate any possibility of fraudulent or related dishonest
activities against the Town and, when appropriate, pursue legal remedies
available under the law.

This Municipal Fraud Policy was created to:

* Establish policies and procedures for clarifying acts that are considered
to be fraudulent, describing steps to be taken when fraud or other
related dishonest activities are suspected.

* Providing procedures to follow in accounting for missing funds,
restitution and recoveries.

* To strengthen the public’s confidence in the integrity of Town employees
by establishing a formal process for reporting, investigating, and
resolving cases of fraud and abuse,

» To raise awareness of Town officials /employees to the integrity-related
issues by initiating integrity-related programs and policies throughout
Town Department’s.

1



* To provide guidance and assistance to Town Department Heads
concerning recommendations for specific integrity related issues that
emphasize prevention, detection and correction of fraud, corruption and
abuse within their departments,

Definition of terms:
FRAUD is understnod ta mean a dishonest and deliberate course of action
which results in the obtaining of money, property or an advantage to which the
recipient would not normally be entitled to. This may include:

o Theft, misuse, or diversion of money, equipment and/or materials

o Claim for reimbursement of expenses that are not job-related or
authorized by the current bargaining agreement.

o Forgery or unauthorized alterations of documents {checks,
purchase orders/requisitions, time sheets, independent contractor
agreements, budgets, etc.

o Misappropriation of Town assets (funds, securities, supplies,
furniture, equipment, etc.).

o Improprieties in the handling or reporting of money transactions,

o Authorizing or receiving payments for goods not received or
services not performed.

o Computer related activities involving unauthorized alteration,
destruction, forgery, or manipulation of data or misappropriation
of Town-owned software,

¢ Worker's Compensation Fraud

* Misrepresentation of information on documents

* Intentional failure to report damage

* Intentional failure to provide product or services that are part of your job

* Intentional misrepresentation of the Towns or governmental policies

¢ Payroll falsification (theft of time)

¢ Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud

ABUSE entails the exploitation of “loopholes: to the limits of the law, primarily
for personal advantage.

EMPLOYEE- in this context, employee refers to any individual or group of
individuals who receive compensaltion, either full or part time, from the Town of
Fairfield. The term also includes any volunteer who provides services to the
Town through an arrangement with the Town or a Town organization.

MANAGEMENT- In this context, management refers to any administrator,
manager, direct, supervisor, or other individual who manages or supervises
funds or other resources, including human resources.



POLICE CHIEF AND DIRECTOR OF HUMAN RESOURCES - in this context,
Police Chief and Director of Human Resources refers to the persons who shall
investigate credible claims of fraud.

EXTERNAL AUDITOR - in this context, External Auditor refers to independent
audit professionals who perform annual audits of the Town’s financial
statements.

GENERAL POLICY

A. Itis the Towns intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar Irregularity. An objective and
impartial investigation will be conducted regardless of the position, title,
and length of service or relationship with the Town of any party who
might be or become involved in or becomes the subject of such
investigation. '

B. Each department of the Town is responsible for instituting and
maintaining a system of internal controls to provide reasonable
assurance for the prevention and detection of fraud, misappropriations,
and other irregularities. Management should be familiar with the types
of improprieties that might occur within their area of responsibility and
be alert for any indications of such conduct,

C. The Director of Human Resources, in conjunction with the Town
Attorney, the First Selectman, the Chief of Police and, if needed, the
Chief Fiscal Officer, have the. primary responsibility for the investigation
of all activity as defined in this policy.

D. Throughout the investigation, the Director of Human Resources will
inform the Town Chief Fiscal Officer of pertinent investigative findings in
relation to financial fraud or misconduct

E. Employees will be granted whistle-blower protection when acting in
accordance with this policy, When informed of a suspected impropriety,
neither the Town nor any person acting on behalf of the Town shall:

a. Dismiss or threaten to dismiss the employee

b. Discipline, suspend, or threaten to discipline or suspend the
employee

€. Impose any penalty upon the employee

d. Intimidate or coerce the employee

Violations of the whistle-blower protection will result in discipline up to and

including dismissal. ‘

F. Upon conclusion of the investigation, the results will be reported to the
First Selectman and the Board of Selectmen.

G. The Director of Human Resources, following review of investigation
results, shall take the appropriate action regarding employee
misconduct. Disciplinary action can include termination, and referral of
the case to the State’s Attorney for possible prosecution.

H. The Town will pursue every reasonable effort, including court ordered
restitution, to obtain recovei'y of Town losses from the offender, or other
appropriate sources.



PROCEDURES

A. First Selectmen Responsibilities

a.

b.

If the First Selectman has reason to suspect a fraud has occurred,
he/she shall immediately contact the Town Attorney, Chief of
Police, Director of Human Resources or the Town Chief Fiscal
Officer.

The alleged fraud or audit investigation shall not be discussed with
the media by any person other than the First Selectman, Police
Chief or his designee, the Town Attorney or Director of Human
Resources.

B. Management Responsibilities

Management is responsible for being alert to, and reporting
fraudulent or related dishonest activities in the area of
responsibility.

Each manager should be familiar with the types of improprieties
that might occur in his/her area and be alert for any indication
that improper activity, misappropriation, or dishonest activity is or
was in exislence in his/her area.

- When an improper activity is detected or suspected, management

should determine whether an error or mistake has occurred or if
there may be dishonest or fraudulent activity.
If management determines a suspected activity many involve fraud
or related dishonest activity, they should contact their immediate
supervisor (or contact the Town Attorney, First Selectman or
Director of human Resnurces if supervisor is involved).
Department Heads should inform the First Selectman immediately
upon learning of a credible allegation of fraud (or contact the Town
Attorney, Chief of Police or Director of Human Resources if the
First Selectman is implicated).
Management should not attempt to conduct individual
investigations, interviews, or interrogations. However,
management is responsible for taking appropriate corrective
actions to ensure adeyuale controls exist to prevent reoccurrence
of improper actions.
Management should support the Town’s responsibilities and
cooperate fully with the Director of Human Resources, other
involved departments, and law enforcement agencies in the
detection, reporting, and investigation of criminal acts, including
the prosecution of offenders.
Management must give full and unrestricted access to all
necessary records and personnel. All Town furniture and contents,
including desks and computer, are open to inspection at any time.
There is no assumption of privacy.
In dealing with suspected dishonest or fraudulent activities, great
care must be taken. Therefore, management should not:

i. Make untounded accusations
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ii. Alert suspected individuals that an investigation is underway

iii. Treat employees unfairly

iv. Make statements that could lead to claims of false
accusations or other offenses

In handling dishonest or fraudulent activities, management has

the responsibility to:

i. Make no contact (unless requested) with the suspected
individual to determine facts or demand restitution. Under
no circumstances should there be any reference to “what you
did”, “the crime”, “the fraud”, “the misappropriation”, etc.

ii. Avoid discussing the case, facts, suspicions, or allegations
with anyone outside the Town, unless specifically directed to
do so by the Town Attorney.

iii. Avoid discussing the case with anyone inside the Town other
than employees who have a need to know such as the First
Selectman, Town Chief Fiscal Officer, Director of Human
Resources, Town Attorney or law enforcement personnel.

iv. Direct all inquiries from the suspected individual, or his/her
representative, to the Town Attorney. All inquiries by any
attorney of the suspected individual should be direct to the
Town Attorney. The alleged fraud or audit investigation shall
not be discussed with the media by any person other than
the First Selectman, Police Chief or his designee, the Town
Attorney and the Director of Human Resources.

v. Take appropriate corrective and disciplinary action, up to
and including dismissal, after consulting with the Director of
Human Resources and the Town Attorney, in conformance
with the Town’ Personnel Policies and Procedures or the
appropriate bargaining document.

C. Employee Responsibilities

b.

A suspected fraudulent incident or practice observed by, or made
known to, an employee must be reported to the employee’s
supervisor for reporting to the proper management official.

When the employee believes the supervisor may be involved in the
inappropriate activity, the employee shall make the report directly
to the next higher level of management or contact the Town
Attorney, the Town Chief Fiscal Officer or Director of Human
Resources.

The reporting employees shall refrain from further investigation of
the incident, confrontation with the alleged violator, or further
discussion of the incident with anyone, unless requested by the
Director of Human Resources or law enforcement personnel,



D. Director of Human Resources responsibilities

a. Upon request of any town employee, the Director of Human
Resources will promptly investigate allegations of fraud and notify
either the Town Attorney or Police Chief, and in case of financial
fraud, the Chief Fiscal Officer,

b. In all circumstance where there appears to be reasonable grounds
for suspecting that a fraud has taken place, the Director, in
consultation with the Town Attorney, shall contact the Town of
Fairfield Police Department.

c. The Director shall be available and receptive to receiving relevant,
confidential information to the extent allowed by law.

d. If evidence is uncovered showing possible dishonest or fraudulent
activities , the Director of Human Resources will proceed as
follows:

i. Discuss the finding with the appropriate
management/supervisor and the Department Head.

ii. Advise management, if the case involves staff members, to
meet with the Directors of Human Resources (or his/her
designated representative) to determine if disciplinary
actions should be taken. Any disciplinary action taken will
be in accordance with the Town Personnel Rules and any
applicable Memorandums of Understanding.

iii. Report to the External Auditor stich activities in order to
assess the effect if the illegal activity on the Town’s financial
statements.

iv. Coordinate with the Town’s Risk Management insurer
regarding notification to insurers and filing of insurance
claims.

v. Tale immediate action, in consultation with the Town
Attorney and Chief Fiscal Officer, to prevent the theft,
alteration, or destruction of evidentiary records. Such action
shall include, but not limited to:

1. Removing the record and placing them in a secure
location, or limiting access to the location where the
records currently exist.

2. Preventing the individual suspected of committing the
fraud from having access to the records.

e. [n consultation with the Town Attorney and the Town of Fairfield
Police Department, the Director may disclose particulars of the
investigation with potential witnesses if such disclosure would
further the investigation.

f. If the Director is contacted by the media regarding an alleged fraud
or audit investigation, the Director will consult with the First
Selectman and the Town Attorney, as appropriate, before
responding to a media request for information or interview.

g. At the conclusion of the investigation, the Director will document
the results in a confidential memorandum report to the First
Selectman, the Town Attorney, and in cases of financial fraud to
the Chief Fiscal Officer. If the report concludes that the allegations
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are founded, the report will be forwarded to the Town of Fairfield
Police Department.

h. Unless exceptional circumstances exist, a person under
investigation for fraud shall be given notice in writing of essential
particulars of the allegations following the conclusion of the audit.
Where notice is given, the person against whom the allegations are
being made may submit a written explanation to the Director of
Human Resources no later than seven (7) calendar days after
notice is sent,

i. The Director of Human Resources will be required to make
recommendations to the appropriate department for assistant in
the prevention of further similar occurrences.

J- Upon completion of the investigation, including all legal and
personnel actions, all records, document, and other evidentiary
material, obtained from the department under investigation will be
returned by the Director to that department.

EXCEPTIONS

There are no exceptions to this policy unless provided and approved by
the First Selectman and the Town Attorney.

Brenda Kupchick, First Selectman

November 25, 2019
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Fairfield Town Employees
We will exemplify the Town's mission, vision, and values:
Be an ambassador

«  Maintain a positive attitude
« Greef everyone courteously
» Always be professional

Treat every customer with importance

» Be respectfi!
+ Treat residents and col leagues with an equal sense of urgency
* Keep your promises and commi tinents

Provide prompt, accurate service

o Take ownership/be accountable
o Be knuwlf'dgmble anel helpful

*  Follow wp with customers

We pledge to do oyr piert to make our departments and our Town the model for
excellent customer service; to treat all customers (colleagues and residents) with
respect and friendliness.

We will tgke ownership of any problem that is within our power to solve and will do
so with a positive and professional attitude.

February 2021
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Simpson, Cathleen

From: Lori Charlton <ltcharlton@optimum.net>

Sent: Saturday, February 25, 2023 1:07 PM

To: Baldwin, James

Cc: DeWitt, Christopher; Simpson, Cathleen; Mitola, John
Subject: Re: Breach of Confidence

Jim - exactly what lesson have you learned? As a reminder, you did not bring this issue to us. We brought it to you -
after Ms. Kery complained that the Administration was unresponsive to her requests and was about to file a FOIA
complaint, and months after her initial inquiries should have raised red flags and actions on the Administration’s part.
What my notes specifically indicate is your acknowledgement that this matter was already in the public domain by virtue
of the fact it was brought to us by a member of the public, and that any confidential aspects (which | understood to be
specifics of the investigation or personnel-related matters) would require discussion in executive session. | won't repeat
what John Mitola rightly pointed out, but for the record - | voted against going into executive session because 1) we
neither know nor discussed anything that could be considered confidential, 2) it’s a FOIA violation to use that forum to
shield information from the public without cause and 3) because this information can reasonably have an impact on the
activities and decisions the BOF makes in our oversight role - whether you respect that role or not.

I told you and Cathleen repeatedly and from the start | felt obligated to bring this issue to the BOFs attention. | agreed
not to do so immediately because of your collective concerns that premature disclosure might harm the

investigation. In my judgment and despite the ire expressed by other BOF members in not being informed sooner, that
was a reasonable request. | was also amenable to holding off because the initial timeframe communicated to us to
complete the investigation was 30 days. |told you point blank that if this dragged on for much longer than that, it would
be problematic to refrain from disclosing it to my colleagues. Now as we all know, 30 days have come and gone. As you
may or may not know, the existence of an investigation was widely apparent by the time of the BOF meeting. A
significant amount of chatter among employees has made its way around - including to other elected and appointed
officials. This includes one employee who purportedly told colleagues they had been disciplined as a result of the
investigation. In the midst of this, the Town issued a new “MOU” for all credit card holders to sign and and let them
know it would be maintained in their personnel file, including employees who were interviewed as part of this

process. With these activities taking place, the chatter should not surprise anyone. But the notion that the mere
existence of an investigation was confidential when | disclosed it is preposterous. If you can explain what harm my
statements caused (other than your personal sense of betrayal) I'm sincerely appreciative to be educated.

In the meantime, I'll clarify my view on why it’s important to have public discussion on this: if problems are not
acknowledged and dealt with transparently they are unlikely to be fixed. I trust the Administration will deal
appropriately with any personnel matters that may arise out of this situation. | have zero confidence that the root
causes (including poorly designed policies, ineffective internal controls and questionable sufficiency of resources) will be
adequately addressed without outside input and expertise, and that consequently the problems will not repeat
themselves. Fixes may also require budgetary action - which in turn requires justification to the public, and | know |
don’t need to explain the timing of that process to you.

As long as we’re all getting things off our chests, | have to say | find it particularly galling that you should accuse me of
“sheer negligence” in elevating an issue that was brought to the Administration’s attention more than 3 years ago-ina
January 2020 internal audit, and which - apparently by sheer negligence - they have utterly failed to address. That
inaction speaks volumes. It exposes the Town and the taxpayers to financial loss, and that’s where the harm has been
done. That’s the issue | care about, both as an elected official and a taxpayer. Decades of experience also tells me that
these issues are almost always broader in scope than what initially surfaces. If the “lesson” you take from this is that it
serves the Town for you to be more insular, less transparent, and less accepting of input, then that’s on you. For my



part, | will to continue to ask questions and make best efforts to be part of the solution, and I hope that we can work
together to do that. Trust is a two-way street.

Lori

On Feb 24, 2023, at 3:35 PM, James Baldwin <jbaldwin@cbklaw.net> wrote:
Let’s compare notes then. Here are mine, entered immediately after our cail.

But this is water under the bridge as far as I’'m concerned. I've learned my lesson.

From: Lori T. Charlton <ltcharlfton@optimum.net>

Sent: Friday, February 24, 2023 3:16 PM

To: James Baldwin <jbaldwin@cbklaw.net>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Cathleen Simpson (csimpson@fairfieldct.org)
<csimpson@fairfieldct.org>; John Mitola <jrmitola@aol.com>

Subject: Re: Breach of Confidence

Specifically? The fact that there was an “express agreement” that this would not be discussed with the
board other than in executive session. Neither my meeting notes nor my memory support this.

) will respond more fully when | have time.
Lori

Sent from my iPhone

On Feb 24, 2023, at 2:22 PM, James Baldwin <jbaldwin@chbklaw.net> wrote:

Please be specific. What is inaccurate about my characterization of our 12/29
discussion?

James T. Baldwin
<image001.jpg>
Town Attorney
Coles, Baldwin, Kaiser & Creager Lic

Attorneys and Counselors at Law
1 Eliot Place, 3™ Floor

Fairfield, Connecticut 06824

Tel: 203.319.0800 (Ext 302)

Fax: 203.319.1210

The information contained in this message may be privileged and confidential as an attorney-client
communication or other privileged communlcation and il iay be prolecled lrom disclosute, I the
reader of this message is not the intended recipient, you are hereby notified that any dissemination,
distribution or copying of this communication is strictly prohibited and no waiver of any privilege is
intended. If you have received this communication in error, please notify the sender immediately by
replying to the message and deleting it from your computer.



From: Mitola, John <John.Mitola@Bridgeportct.gov>

Sent: Friday, February 24, 2023 2:08 PM

To: James Baldwin <jbaldwin@cbklaw.net>: Lori T. Charlton <ltcharlton@optimum.net>
Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Cathleen Simpson
(csimpson@fairfieldct.org) <csimpson@fairfieldct.org>

Subject: RE: Breach of Confidence

First of all - Please stop using my work email on stuff like this. My email for town
purposes is jrmitola@aol.com. That has been my email for town business for 20 years.

Second your characterization of what was discussed at the Dec. 29 meeting it
inaccurate.

Third- nothing that was said publicly at the Tuesday meeting compromised the
investigation. In fact, the more that | think about it, it was probably FOIA violation that
we went into executive session because we have no knowledge of the investigation only
that one is purportedly happening. So there was no need to go into executive session.
Simply informing the Board that a citizen raised some issue which is being investigated
by the town does not compromise any investigation nor does it require us to go into
executive session.. We should have probably told the Board about the complaint from
the citizen three months ago but as a courtesy to you we refrained form doing so. Three
months later, with no apparent conclusion of the investigation in site, the Chair could
not keep this from the Board any longer.

John R. Mitola

Associate City Attorney

City of Bridgeport

999 Broad Street

Bridgeport, CT 06604

203-576-7647

Fax 203-576-8252

john.mitola@bridgeportct.gov

From: James Baldwin <jbaldwin@cbklaw.net>

Sent: Friday, February 24, 2023 1:04 PM

To: Lori T. Charlton <ltcharlton@optimum.net>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Mitola, John
<John.Mitola@Bridgeportct.gov>; Cathleen Simpson (csimpson@fairfieldct.org)
<csimpson@fairfieldct.org>

Subject: Breach of Confidence

Lori:

I write to express my shock and dismay over the fact that at Monday’s BOF meeting you
violated the express terms of our December 29 discussion regarding the ongoing credit
card investigation. It was agreed that if you chose to raise the matter with the full
board, as is your prerogative, you would only do so in private executive session with
Cathleen and/or me. Not only did you bring the topic up during public discussion, you
then voted against going into executive session. Furthermore, in another breach of
trust, you failed to give Cathleen and me notice of your intention to bring this up at the
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meeting in which case it would have been appropriate for one or both of us to inform
the members of the investigation status, scope and its possible HR and operational
implications - in private executive session. Unilaterally raising this issue without
allowing us the opportunity to provide valuable input was, if nothing else, an act of
sheer negligence.

I reviewed the meeting recording and recognize you for your effort to refrain from
discussing the substance of the investigation however that does not explain or justify
your failure to adhere to the December 29" agreement that if the matter is to be
discussed while the investigation is ongoing, it should be done in private executive
session. | respectfully submit that this breach has a chilling effect upon our confidence
in being able to share sensitive town information that rightly should, in the appropriate
manner, be disclosed to your board.

Finally, as we discussed, once the investigation is concluded, discussion of the findings
and conclusions are appropriate for full board discussion in public session. | trust that
should happen soon. However if you or members of the board wish to have a discussion
before the investigation is concluded, we will be happy to do so in private executive
session.

James T. Baldwin
<image001.jpg>
Town Attorney

Coles, Baldwin, Kaiser & Creager LLC

Attorneys and Counselors at Law
1 Eliot Place, 3 Floor

Fairfield, Connecticut 06824

Tel: 203.319.0800 (Ext 302)

Fax: 203.319.1210

The information contained in this message may be privileged and confidential as an attorney-client
communication or other privileged communication and it may be protected from disclosure, If the
reader of this message is not the intended recipient, you are hereby notified that any dissemination,
distribution or copying of this communication is strictly prohibited and no waiver of any privilege is
intended. If you have received this communication in error, please notify the sender immediately by
replying to the message and deleting it from your computer.,

Disclaimer

The information containad in this communication from the sender s confidential. It is i
solely for use by the recigient and others authorized to receive it If vou are not the re
are hereby notified that any disclosure, copying, distribution or taking action in relation
contents of this information is strictly orohibited and may be uniawful.

Q
s}

This email has been scannad for viruses and malware, and may have been automatizally archived
by Mimecast Ltd, an innovator in Software as a Service (Saa$) for business. Providing

a safer and more useful oiace for your numan generated data. Specislizing in; Security,
archiving and compliance

<12-29-22 notes.pdf>



Simpson, Cathleen

From: Lori Charlton <ltcharlton@optimum.net>

Sent: Thursday, March 2, 2023 2:29 PM

To: Simpson, Cathleen

Subject: Fraud Policy

Attachments: TOF - Municipal Fraud Policies and Procedures - December 2009.pdf
Hi Cathleen,

Passing this along in case you have not seen it. Itis a copy of the Town’s fraud policy and was apparently implemented
in response to independent auditor recommendations a number of years ago. Auditors look for this type of policy to
ensure that entities provide clarity about what constitutes fraud and to outline management’s responsibilities. The
absence of a policy like this might constitute a "material weakness” in internal controls (as defined in professional
auditing standards) that requires disclosure and reporting.

[ honestly never saw this or knew of its existence before someone sent it to me yesterday. | confirmed with our auditor
that it is consistent with what he has on fite and which is represented to him to be the policy we have in place. | have no
idea whether this is incorporated into other Town policies, but passing along because you mentioned you were in the
process of updating policies (and perhaps a code of conduct & employee handbook?).

Thanks,

Lori

Begin forwarded message:

From: Lori Charlton <ltcharlton@optimum.net>
Subject: Fraud Policy

Date: March 2, 2023 at 12:39:20 PM EST

To: Joseph Centofanti <jcentofanti@pkfod.com>

Joe, please let me know if this is consistent with what you have in your files. Thanks.






Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, March 6, 2023 3:15 PM
To: ‘Lori Charlton'

Subject: RE: Fraud Policy

Hi Lori,

Hope you had a nice weekend. | meant to get back to you sooner. Thank you for providing me with this. It is
helpful as part of the review of the history and how best to go forward. | appreciate your help.

Best,

Cathleen

From: Lori Charlton <ltcharlton@optimum.net>
Sent: Thursday, March 2, 2023 2:29 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: Fraud Policy

Hi Cathleen,

Passing this along in case you have not seen it. It is a copy of the Town'’s fraud policy and was apparently implemented
in response to independent auditor recommendations a number of years ago. Auditors look for this type of policy to
ensure that entities provide clarity about what constitutes fraud and to outline management’s responsibilities. The
absence of a policy like this might constitute a "material weakness” in internal controls (as defined in professional
auditing standards) that requires disclosure and reporting.

I honestly never saw this or knew of its existence before someone sent it to me yesterday. | confirmed with our auditor
that it is consistent with what he has on file and which is represented to him to be the policy we have in place. | have no
idea whether this is incorporated into other Town policies, but passing along because you mentioned you were in the
process of updating policies (and perhaps a code of conduct & employee handbook?).

Thanks,

Lori

Begin forwarded message:

From: Lori Charlton <ltcharlton@optimum.net>
Subject: Fraud Policy

Date: March 2, 2023 at 12:39:20 PM EST

To: Joseph Centofanti <jcentofanti@pkfod.com>

Joe, please let me know if this is consistent with what you have in your files. Thanks.






Town of Fairfield
Municipal Fraud Policies and Procedures

PURPOSE AND SCOPE:

This Municipal Fraud Policy was created:

To establish policy and procedures for clarifying acts that are considered to be fraudulent,
describing the steps to be taken when fraud or other related dishonest activities are
suspected, and providing procedures to follow in accounting for missing funds, restitution
and recoveries;

To strengthen the public's confidence in the integrity of municipal government employees
by establishing a formal process for reporting investigating, and resolving cases of fraud
and abuse.;

To raise the awareness of municipal officials/employees to integrity-related issues by
initiating integrity-related programs and policies throughout Town Departments; and

To provide guidance and assistance to Town Department heads concerning
recommendations for specific integrity related issues that emphasize prevention,
detection and correction of fraud, corruption, and abuse within their organizations,

Definition of Terms:
Fraud is understood to mean a dishonest and deliberate course of action which results in
the obtaining of money, property or an advantage to which the recipient would not
normally be entitled. This would include;

*  Theft, misuse, or diversion of money, equipment and/or materials;

+  Worker's compensation fraud;

+ Intentional failure to report damage;

* Intentional failure to provide product or services that are a part of

your job;
+ Intentional misrepresentation of Town's or governmental policies;

« Payroll falsification (theft of time)



Abuse entails the exploitation of "loopholes" to the limits of the law, primarily for
personal advantage. For example, an employee abuses a system of travel allowances by
intentionally and unnecessarily scheduling meetings in another Town on a Friday
afternoon and on the following Monday moming in order to claim per diem over a
weekend.

I. GENERAL

A. The Town of Fairfield is committed to protecting its assets against the risk of loss
or misuse. Accordingly, it is the policy of the Town of Fairfield to identify and promptly
investigate any possibility of frandulent or related dishonest activities against the Town
and, when appropriate, to pursue legal remedies available under the law.

B. DEFINITIONS

1. Fraud - Fraud includes, but is not limited to:

a. Claim for reimbursement of expenses that are not job-related or
authorized by the current bargaining agreement.

b. Forgery or unauthorized alteration of documents {checks, promissory
notes, time sheets, independent contractor agreements, purchase orders,
budgets, etc.).

¢. Misappropriation of Town assets (funds, securities, supplies; furniture,
equipment, etc.).

d. Improprieties in the handling or reporting of money transactions.

¢. Authorizing ot (eceiving payment for goods not received or services not
performed.

f. Computer-related activity involving unauthorized alteration, destruction,

forgery, or manipulation of data or misappropriation of Town-owned
software.

8. Misrepresentation of information on documents.

h. Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud.

2. Employee - In this context, employce refers to any individual or group of
individuals who receive compensation, either full- or part-time, from the Town of
Fairfield. The term also includes any volunteer who provides services to the Town
through an arrangement with the Town or a Town organization,

3. Management - In this context, management refers to any administrator, manager,
director, supervisor, or other individual who manages or supervises funds or other
resources, including human resources.

4, Police Chief and Department of Human Resources - In this context, Police Chief
and Department of Human Resources refers to the persons who shall investigate credible
claims of fraud.




5. External Auditor - In this context, External Auditor refers to independent audit
professionals who perform annual audits of the Town’s financial statements.

€ It is the Town’s intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar irregularity. An objective and impartial investigation
will be conducted regardless of the position, title, and length of service or relationship
with the Town of any party who might be or become involved in or becomes the subject
of such investigation.

D. Each department of the Town is responsible for instituting and maintaining a
system of internal  control to provide reasonable assurance for the prevention and
detection of fraud, misappropriations, and other irregularities. Management should be
familiar with the types of improprieties that might occur within their area of
responsibility and be alert for any indications of such conduct.

E. The Department of Human Resources, in conjunction with the Town Attorney,
the First Selectman, the Chief of Police and, if needed, the Chief Fiscal Officer, have the
primary responsibility for the investigation of all activity as defined in this policy.

F. Throughout the investigation, the Department of Human Resources will inform
the Town Chief Fiscal Officer of pertinent investigative findings.

G. Employees will be granted whistle-blower protection when acting in accordance
with this policy. When informed of a suspected impropriety, neither the Town nor any
person acting on behalf of the Town shall:

1. Dismiss or threaten to dismiss the employee,

2. Discipline, suspend, or threaten to discipline or suspend the employee,
3. Impose any penalty upon the employee, or

4. Intimidate or coerce the employee,

Violations of the whistle-blower protection will result in discipline up to and including
dismissal.

H. Upon conclusion of the investigation, the results will be reported to the First
Selectman and the Board of Selectmen,

L. The Town Director of Human Resources, following review of investigation
results, shall take appropriate action regarding employee misconduct. Disciplinary action

can include termination, and referral of the case to the State’s Attorney for possible
prosecution.

J. The Town will pursue every reasonable effort, including court ordered restitution,
to obtain recovery of Town losses from the offender, or other appropriate sources.



III.  PROCEDURES
A, First Selectman Responsibilities

1. If the First Selectman has reason to suspect that a fraud has occurred, he or she
shall immediately contact the Town Attorney, Chief of Police, Director of Human
Resources or the Town Chief Fiscal Officer .

2. The alleged fraud or audit investigation shall not be discussed with the media by
any person other than the Town Attorney and the Dcpartment of [Tuman Resources.

B. Management Responsibilities

1. Management is responsible for being alert to, and reporting fraudulent or related
dishonest activities in their areas of responsibility.

2. Each manager should be familiar with the types of improprieties that might occur in
his or her area and be alert for any indication that improper activity, misappropriation, or
dishonest activity is or was in existence in his or her area.

3. When an improper activity is detected or suspected, management should determine
whether an error or mistake has occurred or if there may be dishonest or fraudulent
activity.

4. If management determines a suspected activity may involve fraud or related
dishonest activity, they should contact their immediate supervisor (or contact the Town
Attorney, First Selectman or Director of Human Resources if the supervisor is involved).

5. Department Heads should inform the First Selectman immediately upon learning of a
credible allegation of fraud (or contact the Town Attorney, Chief of Police or Director of
Human Resources if the First Selectman is implicated).

6. Management should not attempt to conduct individual investigations, interviews, or
interrogations. However, management is responsible for taking appropriate corrective
actions to ensure adequate controls exist to prevent reoccurrence of improper actions.

7. Management should support the Town’s responsibilities and cooperate fully with the
Department of Human Resources, other involyed departments, and law enforcement

agencies in the detection, reporting, and investigation of criminal acts, including the
prosecution of offenders.

8. Management must give full and unrestricted access to all necessary records and
personnel. All Town furniture and contents, including desks and computers, are open to
inspection at any time. There is no assumption of privacy.

9. In dealing with suspected dishonest or fraudulent activities, great care must be taken.
Therefore, management should not :

a. Make unfounded accusations.
b. Alert suspected individuals that an investigation is underway.
c. Treat employees unfairly,



d. Make statements that could lead to claims of false accusations or other
offenses.

10.  In handling dishonest or fraudulent activities, management has the responsibility
to:

a. Make no contact (unless requested) with the suspected individual to
determine facts or demand restitution. Under no circumstances should
there be any reference to “what you did”, “the crime”, “the fraud”, “the
misappropriation”, etc,

b. Avoid discussing the case, facts, suspicions, or allegations with anyone
outside the Town, unless specifically directed to do so by the Town
Attorney,

c. Avoid discussing the case with anyone inside the Town other than

employees who have a need to know such as the First Selectman, Town
Chief Fiscal Officer, Department of Human Resources, Town Attorney or
law enforcement personnel.

d. Direct all inquiries from the suspected individual, or his or her
representative, to the Town Attorney. All inquiries by an attorney of the
suspected individual should be directed to the Town Attorney. All
inquiries from the media should be directed to the First Selectman or
Police Chief,

e. Take appropriate corrective and disciplinary action, up to and including
dismissal, after consulting with the Director of Human Resources and the
Town Attorney, in conformance with the Town’s Personnel Policies and
Procedures or the appropriate bargaining document.

C. Employee Responsibilities

I A suspected fraudulent incident or practice observed by, or made known to, an

employee must be reported to the employee’s supervisor for reporting to the proper
management official.

2. When the employee believes the supervisor may be involved in the Inappropriate
activity, the employee shall make the report directly to the next higher level of
Management or contact the Town Attorney, the Town Chief Fiscal Officer or Director of
Human Resources,

3. The reporting employees shall refrain from further investigation of the incident,
confrontation with the alleged violator, or further discussion of the incident with anyone

. Upon request of any town employee, the Department of Human Resources will
promptly investigate allegations of fraud and notify either the Town Attorney or Police
Chief, and in the case of financial fraud, the Chief Fiscal Officer.



2. In all circumstances where there appears to be reasonable grounds for suspecting
that a fraud has taken place, the Departinent of Human Resources, in consultation with
the Town Attorney, shall contact the Town of Fairfield Police Department.

3. The Department of Human Resources shall be available and receptive to receiving
relevant, confidential information to the extent allowed by law.

4, If evidence is uncovered showing possible dishonest or fraudulent activities, the
Department of Human Resources will proceed as follows:
a. Discuss the findings with the appropriate management/supervisor and the
Department Head.
b. Advise management, if the case involves staff members, to meet with the

Department of Human Resources (or his/her designated representative) to
determine if disciplinary actions should be taken. Any disciplinary action
taken will be in accordance with the Town Personnel Rules and any
applicable Memorandums of Understanding.

C. Report to the External Auditor such activities in order to assess the effect
of the illegal activity on the Town’s financial statements.

d. Coordinate with the Town’s Risk Management insurer regarding
notification to insurers and filing of insurance claims.

e. Take immediate action, in consultation with the Town Attorney and Chief
Fiscal Officer, to prevent the theft, alteration, or destruction of evidentiary
records. Such action shall include, but is not limited to:

1) Removing the records and placing them in a secure location, or
limiting access to the location where the records currently exist.

2) Preventing the individual suspected of committing the fraud from
having access to the records.

5. In consultation with the Town Attorney and the Town of Fairfield Police
Department, the Department of Human Resources may disclose particulars of the
investigation with potential witnesses if such disclosure would further the investigation.

6. If the Department of Human Resources is contacted by the media regarding an
alleged fraud or audit investigation, the Department of Human Resources will consult
with the First Selectman and the Town Attorney, as appropriate, before responding to a
media request for information or interview,

7. At the conclusion of the investigation, the Department of Human Resources will
document the results in a confidential memorandum report to the First Selectman, the
Town Attorney, and in cases of financial fraud to the Chief Fiscal Officer. If the report

concludes that the allegations are founded, the report will be forwarded to the Town of
Fairfield Police Department,

8. Unless exceptional circumstances exist, a person under investigation for fraud
shall be given notice in writing of essential particulars of the allegations following the
conclusion of the audit. Where notice is given, the person against whom allegations are



being made may submit a written explanation to the Department of Human Resources no
later than seven calendar days after notice is sent.

9. The Department of Human Resources will be required to make recommendations
to the appropriate department for assistance in the prevention of future similar
occurrences.

10.  Upon completion of the investigation, including all legal and personnel actions,
all records, documents, and other evidentiary material, obtained from the department
under investigation will be returned by the Department of Human Resources to that
department,

IV.  EXCEPTIONS

There are no exceptions to this policy unless provided and approved by the First
Selectman and the Town Attomey,

Effective December 15, 2009






Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, April 24, 2023 5:32 PM

To: 'Lori Charlton’

Cc: DeWitt, Christopher; Mitola, John; Courtemanche, Joanne

Subject: RE: Status of Credit Card Investigation

Attachments: Findings of Fact April 10, 2023.pdf; John Bodie HR Investigation Report April 2023.pdf
Hi Lori,

Just returned from my honeymoon so sorry for the delayed response. | understand how frustrating it must be that it is
taking Human Resources longer than anticipated to complete its investigation of the use of Town issued credit cards as
well purchasing practices by Town employees. Piease be assured the HR team has been working diligently on this
investigation, including weekends and evenings.

While | was away, the Team continued its work on this investigation. I can share with you that this investigation involves
in part a review of hundreds of records covering a four year period. We are committed to conducting a thorough and
fair investigation, which again is taking more time than anticipated but it is important that we do this properly. Please be
assured we are very aware of how important it is for this investigation to come to a conclusion as soon as possible.

In addition to this broad administrative investigation, HR completed a separate administrative investigation regarding
the use of a Town issued credit card by John Bodie, Superintendent of the WPCF. This investigation was conducted
simultaneously with but separately from the broader one involving all cardholders. Attached is the finding of facts for
your information as well as the underlying administrative investigation report. The referenced exhibits involving Mr.
Bodie can be disclosed as well; however, there are hundreds of pages of exhibits so it would require a mutually
convenient date and time for members of the BOF to inspect the exhibits.

| hope this update is helpful.
Best,

Cathleen

From: Lori Charlton <ltcharlton@optimum.net>

Sent: Friday, April 21, 2023 2:21 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com>; Mitola, John <jrmitola@aol.com>
Subject: Status of Credit Card Investigation

Cathleen - can you provide an update on this please? We are closing in on 4 months. When will you be able to provide
an update to the BOF, and if the investigation is concluded, provide the documents that were previously requested?

Thank you,

Lori






Findings of FFact

1. John Bodie was hired by the Town in 1985 as a Laborer II. After being promoted to Wastewater
Maintenance Repairman, he resigned effective 10/27/1989. He was rehired by the Town on May
4, 1992 as a Laborer I1. Since that time, he has held the following positions:

e Maintenance Repairman 111, January 24, 1994

e  Wastewater Pollution Operator, April 15, 1999

e Maintenance Manager, October 8, 2001

* Assistant Superintendent, April 21, 2013

* Acting Superintendent WPCF (until William Norton was rehired), December 16, 2017
¢ Superintendent, October 24 2021

2. During his employment, Mr. Bodie has received exceptional and outstanding performance
reviews and there is no history of any disciplinary action,

3. Mr. Bodie was issued an Amex card in 1999 while holding the position of Wastewater Pollution
Operator. Prior to January 2021, Mr. Bodie had no notice of any policy or procedures associated
with credit card purchases.

4. An Employee Credit Card Expenditures Audit was conducted in F ebruary 2020 by the Senior
Internal Auditor. That information was shared with the Interim CFO and the Director of
Purchasing at the time. The auditor’s specific findings and recommendations were not directly
shared with the First Selectwoman, her Chief of Staff, or Chief Administrative Officer.

5. In January 2021 Mr. Bodie, along with other Town employees, signed the attached
Memorandum of Understanding for credit card holders,

6. On or about 2016, then Superintendent William Norton, having no notice of a policy, established
a practice of purchasing meals or food to boost employee morale and reward staff for performing
difficult, extremely unpleasant, and long jobs. A review of Mr. Norton’s credit card purchases
from 2018 to 2020 demonstrates that he was regularly using his credit card for meals and food in
this regard.

7. When Mr. Bodie assumed the role of Superintendent in October 2021 he continued the
established practice of purchasi ng meals and food for staff as a morale booster. A review of Mr.
Bodie’s credit card purchases demonstrated that he was purchasing meals and food in the same
manner as Mr. Norton. When Mr. Norton was Mr. Bodie’s supetvisor, he would direct Mr. Bodie
to purchase food items or meals for staff,

8. It was not until January 2023, at the direction of the administration, that the policy was updated
and distributed to Department Heads, along with proper training and a mandatory attestation and
sign-off to acknowledge receipt and understanding of the policy. It was at this point that Mr.
Bodie became aware of the requirements to provide detailed justification for purchases, as well
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as for all Department Heads to submit reconciliation vouchers to the CFO for a second signature
on credit card purchases.

There was no evidence that Mr. Bodie was purchasing items with the Town-issued card to
defraud the public. However, there were some charges totaling $845.14 that are considered
personal or made in error and not in line with policy that Mr, Bodie did not dispute. During his
interview with Human Resouices on April 3, 2023, Mr. Bodie acknowledged that these expenses
were in violation of the Cardholder Memorandum of Understanding (MOU) that he signed in
January 2021, but at the time he made the purchases he was not intentionally attempting to
violate the MOU.

. As aresolution of the investigation regarding Mr. Bodie’s credit card utilization, Mr. Bodie

accepted a written warning and has already reimbursed the Town in the amount of $845 for the
charges made in contradiction of the policy.

Human Resources is conducting an administrative investigation of all credit card utilization
between the years of 2018 and 2022. The findings of that report will be forthcoming,

Hiel 27



Town of Fairfield
Credit Card Policy

Memorandum of Understanding

Between:

Employee Name (Cardholder)

énd:

Director of Purchasing (Credit Card Administrator)

The purpose of this memorandum of understanding is to summarize
the policies and procedures, responsibilities and limitations
associated with the use of the Town’s procurement (credit) card; to
acknowledge that you understand your responsibilities as a
cardholder, including punitive sanctions for misuse of your credit
card.

The card is issued to you as a delegation of authority to make
purchases on behalf of the Town, as a tool to consolidate payables,
shorten lead-time and reduce administrative costs.

I.  General Policies:

¢ The unique credit card that you will receive has your name
embossed on it. No member of your staff, your family, your
supervisor or anyone else may use this card. It is the
cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be
considered a violation of trust and may require that the card be
withdrawn with subsequent disciplinary action.

THE CREDIT CARD IS NOT BE USED FOR PERSONAL
PURCHASES:

* The credit card must not be used for personal purposes or for
items purchased for others that are personal in nature. This



includes alcolialic beverages, cash advances, gift certificates, fruit
baskets, birthday cakes, retirement gifts, donations,
pharmaceuticals, etc.

= You must comply with Federal, State and Town Ordinances,
Charter provisions, regulations, policies and procedures.

= Purchases must not be split to avoid Town bidding requirements.

+ Capital items must not be purchased on the credit card. This
includes computers, machinery, equipment and other items with
individual costs greater than $1,000.

¢ Use of the credit card is not intended to replace effective
procurement planning which enable volume discounts.

* The nature of all purchases must be substantiated at all times and
you must be able to validate the official need for the purchase. If
you cannot substantiate whether the purchase was necessary and
for official Town use, disciplinary action may occur.

+ Conscquences of misuse of the credit card may include any one
or combination of the following remedial actions:

« Verbal notification of infraction;

 Written notification of infraction with copies sent to the
Chicf Elected Official;

* Card suspension with permanent loss of privileges;

» Disciplinary action up to and including personal liability
and repayment.

¢ Questions concerning procurement regulations should be
directed to the Director of Purchasing.

IL  Prudent Judgement for Purchases

Employees must use prudent judgement whenever using the
Town credit card for department purchases. Department Heads
must do their best to limit the use of their credit card and have



department required purchases initiated by the person most
knowledgeable about the expenditure.

[I.  Purchasing Procedures at Merchant’s Site, Telephone Order

or Internet:

You may use your credit card at any merchant that accepts
American Express credit cards for payment of purchases.

Notify the merchant that the purchase is for the Town of Fairfield
and that it is exempt from state sales tax. The vendor may ask
you to provide a Cert 134 form (for commodities) and
Department of Revenue Services - Statement of Tax Exempt
Status. Meals and lodging use the Cert-112. These forms may be
obtained from the Purchasing Department.

Obtain a sales receipt for all purchases.
Obtain and retain your sales receipts for verification and
reconciliation to your monthly Statement of Account from

American Express.

Whenever possible use the free shipping option if it is available
to you.

Consult with Purchasing to ensure that you are using pre-
approved local order vendors wlien making purchases.

IV.  Procedures After Purchase:

At the close of each billing cycle, you will receive a Statement of
Account from American Express. The statement will itemize each
transaction charged to your credit card account.

Upon receipt of the Statement, complete each of the actions listed
below:



Compare your receipts to the monthly Statement of Account

from American Express for accuracy.

[,

2. Obtain a blank copy of a Reconciliation Voucher sheet from
the Finance Department. (Attached)
3. Record credit card expenditures by appropriate general ledger
account number and amount on the Reconciliation Voucher.
4. Attach copies of the sales receipts and monthly Statement of
Account from American Express to the Reconciliation
Voucher. Attach all credit vouchers (if applicable) to the
Reconciliation Voucher.
The total expenses recorded per the Reconciliation Voucher
must agree to the total expenditures per the monthly
Statement of Account from American Express.
6. A minimum of the following two signatures are required on
the Reconciliation Voucher:
You - The Cardholder
Immediate Supervisor (if applicable)
Department Head
The Department Head must ALWAYS sign the Reconciliation
Voucher designating approval. If the cardholder is the
Department Head, then the signature of the Chief Fiscal
Officer must be ubtained designating review and approval.
7. Forward the Reconciliation Voucher and receipts to the
Finance Department within five working days of receipt of
the monthly Statement of Account from American Express.

w

V.  Travel and Meeting Documentation:

¢ All items charged to your credit card for the purpose of Town-
related travel and meetings (including luncheons, dinners,
seminars, etc.) must be justified by proper sales receipts and be
fully documented on a Travel and Meeting expense report.

¢ The Travel and Meeting expense report will detail the date,
place(s) visited, participants at the meeting, purpose of the
meeting and the total amount charged to the credit card.

» It is imperative that all Travel and Meeting charges be for Town
business related purposes only.




Meals Charged on the Credit Card:

Meals charged on the credit card are limited to consumption by
that individual employee only and should directly relate to
specific Town business or meeting. Employees must not charge
meals for persons not directly employed by the Town of Fairficld,
including interns, volunteers, committee members, vendors, and
outside business associates.

Business Meals During Meetings: The meeting should be have a
clear, reasonable, specific business purpose and agenda.

Be a direct expense that is necessary in order to conduct Town
business.

All meals purchased shall be reported on the Travel and Meeting
expense report and shall detail the date, name of food
establishment, business purpose for the meal and the total
amount charged to the credit card.

VII. Disputed [tems:

The cardholder is responsible for  reporting/ returning
unsatisfactory goods or services to the merchant for replacement
or refund. If the merchant refuses to remedy the faulty condition,
the purchase of the item(s) will be considered to be in dispute.

If charges on your statement are deemed incorrect then your
statement is considered to be in dispute. A disputed item must
be noted on the cardholder’s Statement of Account and American
Express must be notified immediately. The Town will make full
payment of the disputed charge and American Express will
credit the disputed charge on the following month’s statement.

VIIL. Lost or Stolen Credit Cards:

If your credit card is lost or stolen, notify the Director of
Purchasing immediately. If appropriate, the Police Department
will be notified depending on the situation (i.e., burglary, etc.).



» Provide the following information to the Director of Purchasing;
your complete name, department, credit card number, the date
reported to the police (if applicable), and any purchase(s) you
made on the day the card was lost or stolen.

«  American Express will issue a new card and account number.
You will not be responsible for paying any fraudulent charges on
your account.

IX.  Changes to Cardholder Information:

» Changes to a cardholder’s name should be reported to the
Director of Purchasing. A new credit card will be issued.

« If you terminatc your service with the Town of Fairfieid, you
must return your credit card to the Director of Purchasing prior
to leaving.

« If you move to job position in another department, you must
notify the Director of Purchasing prior to the change.



Town of Fairfield
Procurement (Credit) Card Program

&b

CARDHOLDER MEMORANDUM OF AGREEMENT

I have read the Town of Fairfield Memorandum of Understanding
regarding the procedures, responsibilities and limitations
associated with the use of the Town credit card. I acknowledge
that I have received a credit card to be used for the purpose of
making purchases on behalf of the Town of Fairfield. I
understand my responsibilities as a cardholder, which include
punitive sanctions for misuse of my credit card.

Cardholder Name (Please Print):

Cardholder Signature:

Department:

Credil Card Number Issued - Last Four Digits:

Date:

~ A COPY OF THIS SIGNED LAST PAGE WILL BE
RETAINED IN THE TOWN PURCHASING DEPARTMENT AS
CREDIT CARD ADMINISTRATOR ~

Updated: 4/4/20



AGREEMENT BETWEEN THE TOWN OF FAIRFIELD
AND

THE FAIRFIELD PROFESSIONAL AND TECHNICAL
EMPLOYEES ASSOCIATION \LOCAL 1303-366
AFSCME COUNCIL 4

(on behalf of John Bodie)

The Town of Fairfield (hereinafter referred to as the "Town"), the Professional and Technical
Employees Association (hereinafter referred to the "Union") and, John Bodie, Employee
(hereinafter referred to as the "Employee”) hereby agree as follows in full and final resolution of a
Human Resources administrative investigation concluded in April 2023:

1.

[

The Employee shall be issued a Written Warning for violation of the Cardholder
Memorandum of Understanding and Policy signed in January, 2021. This Agrcement shall
serve as notice of the Written Warning.

On or before April 21, 2023, the Employee shall reimburse the Town of Fairfield in the
amount of $845.14 by check or money order payable to the Town of Fairfield.

The Employee acknowledges that any future substantiated violations of a similar nature
may result in disciplinary action up to and including dismissal.

The Union shall not file a grievance in connection with the HR administrative investigation.

The Employee freely and voluntarily enters into this Agreement. By signing this
Agreement, she acknowledges that he has read and understands the meaning and intent of
the Agreement and he further acknowledges that prior to signing he has had the assistance
and advice of her Union representatives and/or legal counsel. The Employee agrees that he
will hold harmless the Town and its agents and the Union and its agents from any liability
or cause of action known or unknown, which may arise from the administration of this
Agreement. This Agreement resolves all outstanding issues involving the Employee and
extinguishes any and ail claims he may have in connection with the HR Administrative
Investigation concluded in April 2023. This Agreement shall not constitute a release or
waiver of any rights the release of which is prohibited by law.

This Agreement shall not be considered or construed as an admission of any liability or any
wrongdoing whatsoever on the part of the Town or any other present or former officer,
agent or employee of the Town, or any contractual violation by the Town.



7. This Agreement is specific to and limited to the Employee. It is with prejudice and without
precedent in any other dispute between the parties. It shall not serve as precedent in any
pending or future dispute between the parties and shall not be admissible as evidence in
any hearing or contested case proceeding involving anyone other than the Employee except
to enforce its terms.

V[ZA»« A ﬂ‘r/éu‘ 4/ 5’/0@77 3

Eéployee Date
CE“MI\U\, W &W.QJ 1[5/ 2092
F l’)he Union . Date
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For the Town Date



HUMAN RESOURCES ADMINISTRATIVE INVESTIGATION
JOHN BODIE, SUPERINTENDENT
THE WATER POLLUTION CONTROL FACILITY (W PCF)

-IlIl.l..llll‘.-I.l.-.'lll..IlllII'.Illllll.l'l.l.II'II..Illll‘l'.l.l'.lll'.l.t

I. AUTHORITY AND INVESTIGATION TEAM
A. Authority/Responsibility of Human Resources Director for Investigation

¢ Standard of Conduct Municipal Fraud Policies and Procedures, Section D (Exhibit E)
B. HR Investigation Team:

e Cathleen Simpson, HR Director (Lead)
® Joanne Courtemanche (Labor Relations Specialist)
® Ivanna Vintonyak (HR Paralegal)

II. SUBJECT AND EMPLOYMENT HISTORY, INCLUDING NOTICE/TRAINING
A. Subject: John Bodie

1. Employment History

John Bodie, Superintendent of the WPCEF, is the subject of this investigation. The WPCF is a
Wwastewater treatment plant. It is a facility where a person’s wastewater from their toilets, sinks,
and tubs is cleaned. They are an integral part of the sanitation process to ensure the health and
safety of residents in a community. The WPCF discharges 10 million gallons per day of treated
effluent to Long Island Sound. More than 95 percent of the pollutants are removed, generating
5,000 tons of sludge per year which is mixed with the Town's discarded leaves and brush and
then composted into organic soil.!

Mr. Bodie was hired by the Town in 1985 as a Laborer II. After being promoted to Wastewater
Maintenance Repairman, he resigned effective 10/27/1989. He was rehired by the Town on May
4, 1992 as a Laborer II. Since that time, he has held the following positions:

Maintenance Repairman 111, January 24, 1994

Wastewater Pollution Operator, April 15, 1999

Maintenance Manager, October 8, 2001

Assistant Superintendent, April 21, 2013

Acting Superintendent WPCF (until William Norton was rehired), December 16,
2017

e Superintendent, October 24, 2021

! https://www.fairfieldct.org/sewer



John Bodie’s predecessor, William (Bill) Norton, Former Superintendent WPCF, whose
Town issued credit card use was reviewed as part of this investigation was hircd as
Superintendent WPCF, July 6, 2015. He was reclassified from Superintendent WPCF (Grade
9 to 11), February 19, 2017. (Exhibit U) Mr. Norton resigned from the position on December
15, 2017 and was rehired as Superintendent WPCF on June 23, 2019. Mr. Bodie was in the
Acting Superintendent position during the time from Mr. Norton’s resignation in 2017 to his
rehire in 2019. Mr. Norton resigned on October 15, 2021 and Mr. Bodie took his place as
Superintendent.

There is no record of any prior disciplinary action for Mr. Bodie. During his employment,
He has received exceptional and outstanding overall service ratings. In 2018, Mr. Bodie
received an Energy Management Achievement Award from the New England Water
Environmental Association (NEWEA).

The Water Pollution Control Superintendent position is in the PETA Union, SG 11, and
pursuant to the job description reports to the Director of Public Works. (Exhibit O, see also
organization chart, Exhibit P) This position was reclassified by Human Resources on or
about February 2017 from a labor grade 9 to an 11 due to the high level of responsibility
required of the position (Exhibit U). Mr. Hibson identified the following as a basis for the
upgrade:

The WPCA Superintendent is a 24 hour operation. The only other operations that
are 24 hours are the Police Department and the Fire Department. The
Superintend|ent] is directly responsible for a budget of over 85,000,000 and plant
and equipment worth significantly more. Additionally, the Superintendent has
direct supervisory responsibility for 22 employees.

A review of the positions in labor grade 9 indicate that none of the positions have
nearly the responsibility in regards to managing a budget, plant and equipment,
and personnel...

(Exhibit U, p. 3)

The Water Pollution Control Authority (WPCA) is a permanent authority under the Charter,
Article X, Section 10.13. (Exhibit R) with the power to “[p]lan, lay out, acquire, construct,
reconstruct, equip, repair, maintain, supervise and manage and, through the Department of
Public Works, operate a sewerage system.” (Section 10.13, Exhibit R)

The Superintendent is responsible for the following in addition to other duties:
® Management of department employees in performing standards set by the Town and

state mandate;
¢ The operation of the Town’s sanitary sewer system;



° For preparing budgets, attending WPCA meetings, ensuring compliance with
treatment plant discharge permit requirements

(Exhibit M)

One of the examples of typical duties and responsibilities is “[i]nstructing personnel in
treatment plan, pump station, and sewer main operation and maintenance. Provide[s] training
and instruction of safe work practices, injury prevention and performance of job duties.
Assists in the hiring of employees, trains, develops, and evaluates the work of treatment plant
employees.”

2. Notice Issued to John Bodie
Exhibit T:

¢ Prevention of Sexual Harassment Training, October 3, 2007

* Acknowledgement of Receipt of the WPCF Employee Handbook Agreement, May 8,
2008

e Preventing Sexual Harassment in the Workplace Training, March 22, 2013/Sign-up sheet

* Supervisor’s Boot Camp, April 25, 2013

® Prevention of Sexual Harassment Training, March 3, 2020

Exhibit F:

Cardholder Memorandum of Agreement, January 13, 2021
Cardholder Memorandum of Agreement, January 18, 2023

111. WITNESSES

John Bodie, Superintendent

William Norton, Former Superintendent
Peter Ritchey, HR Assistant Director
Concetta Saxl, Senior Internal Auditor
Lieutenant Matthew J. Riendeau, Lieutenant
Brian D. Griffin, Detective

John Cottell, Assistant Public Works Director
Danielle Morrison, Chemist

RN ADN -

IV. EXHIBITS

A. HR Administrative Investigation Report (January 18, 2023-out of state travel request)
B. Email from Concetta Saxl, January 12, 2021, with attached policies and forms



Email from Concetta Saxl, January 6, 2023, with attached policies and forms.
Revised Reconciliation Voucher Form and Samplc
Pertinent Policy/Code:

SI=Re!

¢ Town Mission

¢ Code of Conduct (Charter)

* Code of Conduct Municipal Fraud Policies and Procedures
e Travel & Meeting Policy

s Procurement Credit Card Program

Credit Cardholder MOU with Policies Signed by John Bodie (2021; 2023)
Chart of Food Charges (Other Than Conferences) Made by John Bodie (2021-2022)
AMEX Credit Card Statements/Receipts (2021-2022) for John Bodie
AMEX Credit Card Statements and Receipts (1/21-10/21) for William Norton
Charts of Initial Review of Credit Card Purchases by John Bodie (2021-2022)
Chart of Review of Credit Card Purchases Made by William Norton (2018-2021)
Chart of Review of Credit Card Purchases Made by John Bode (2018-2020)
. Job Description WPCF Superintendent
Notice of Administrative Leave with Pay
Sample Meal Ticket for Members of UPSEU, Unit #454 Article VII, Section 7.14
Organizational Chart
MOU Ronald Wallace (placement in interim Superintendent position)/Chief, Shift,
Process Control Operator, and Direct Responsible Charge Verification Form
Section 10.13 of the Town Charter Water Pollution Control Authority
Notice to DEEP. 12/27/17
Notice to John Bodie Other than Credit Card Holder MOU with policies
Memo to Personnel File from Emmett Hibson re: William Norton Reclassification,
2/27/17
Email Letkowitz/Baldwin/Simpson
. June 27, 2006 Town Travel and Meeting Policies and Procedures/Mileage
Reimbursement/July 25, 2006 Reminder of Town Travel and Meeting Policy
2010 Email re: Food at Meetings Policy
3/14/20 Memorandum of Agreement Use of Town Credit Card
4/4/20 Cardholder Memorandum of Agreement/Procurement (credit) Card Program ...
AA. MOU Form and Policy Between Twig Holland, Director of Purchasing and
Cardholder
BB. 4/27/06 Summarization and Addendum of MOU for Credit Card Holders
CC. Referral to the Fairfield Police Department/Police Report
DD. Senior Internal Auditor Job Description
EE. Cardholder Memorandum of Agreement Signed by William Norton, 2/2/21/Town
Vehicle Policy signed 7/9/15/Acknowledgement of Receipt of Sexual Harassment Policy,
7/6/15/Retention and Disposition Policy Acknowledgement of Receipt, 76/15/Sexual
Harassment Prevention Training, 2020
FF. Email Correspondence between Simpson/Morrison copied to Jude Fitzpatrick March
2023
GG. Email to John Cottell, March 20, 2023
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HH. Email to William Norton, March 20, 2023
II. Questionnaire to John Bodie and his responses

V. ACTION TAKEN UP TO AND INCLUDING REFERRAL TO THE FAIRFIELD
POLICE DEPARTMENT

A. Submission of Out of State Travel Request Lead to a Separate Administrative
Investigation of John Bodie for His Use of a Town Issued Credit Card

On January 10, 2023, Human Resources was asked by Jennifer Carpenter, Deputy CAO, to
review an out of state travel request to attend the NEWEA conference in Boston that was
submitted by John Bodie, Superintendent WPCF, and his staff member, Danielle Morrison, for a
total of $4,500. (Exhibit A-see Ex. 2 which is part of Exhibit A Jor details on the out of state
travel request.) As Mr. Bodie reported that he had been approved for similar out of state travel
in the past and made charges to his Town issued credit card for this conference in November,
2022, the undersigned reviewed his Amex statements for 2021-2022 (Exhibit H). The review
revealed suspect charges on Mr. Bodie’s Town issued AMEX card that potentially could be in
violation of the following Town Policies (Exhibit E):

e Town Mission

® Code of Conduct (Charter)

® Code of Conduct Municipal Fraud Policies and Procedures
¢ Travel & Meeting Policy

e Procurement Credit Card Program

Additionally, on January 6, 2023, the undersigned and Joanne Courtemanche, Labor Relations
Specialist met with Dana Kery to follow up on a complaint she submitted concerning alleged
fraudulent purchasing by Town employees, including credit card purchases. Ms. Kery’s
complaint was a result of a FOIA request she made for records associated with purchasing and
spending by Town employees”. These records included Amex Statements of Town employee
cardholders for June, July, and August 2022. Ms. Kery as part of her complaint pointed to credit
card purchases made by Mr. Bodie in May and June of 2022:

Amazon Core Trainer Wobble

Amazon Defender case-1 phone SE/817 Black 29.99
Bassets Auto Glass Invoice 5057 $250.00

Restaurant Expenses from 5/23-5/25 totaling $650.00

? Pursuant to the Town’s Standards of Conduct Municipal Fraud Policies and Procedures, Exhibit
E, the First Selectwoman contacted the Town Attorney, Chief of Police, Director of Human
Resources and the Town Chief Fiscal Officer on or about December 20, 2022.based on the Kery
complaint alleging fraud. The Director of Human Resources was assigned to investigate
commence an administrative investigation in accordance with the Town’s Standards of Conduct
Municipal Fraud Polices and Procedures.



Human Resources conducted a separate administrative investigation of John Bodie bascd on the
review of the out of state travel request which occurred on or about the same time Human
Resources met with Ms. Kery. Due to the he high-level position held by Mr. Bodie and the
allegations of fraud, Mr. Bodie was placed on administrative leave with pay on January 27, 2023
pending the HR investigation. (Exhibit N) Ronald Wallace, Assistant Superintendent, was placed
as Interim Superintendent effective February 1, 2023 pursuant to an Agrecment between the
Town, Mr. Wallace and the PETA Union effective February 1, 2023 and the Department of
Energy and Environmental Protection (DEEP) was noticed of the change of the position. (Exhibit

Q-
B. Telephone Discussion with William Norton, February 10, 2023

On February 10, 2023, Mr. William Norton contacted the undersigned at approximately 4:15 PM
and reported the following:

¢ He is currently working for Glens Falls, NY for its WPCF

* He worked with John Bodie for 6 years in Fairfield and John Bodie is such an asset, gets
in early, works at home

» Heis calling because Mr. Bodie reached out to him and Mr. Norton wants to help him

¢ He presumes Mr. Bodie is on leave for the same things he did when he was
Superintendent of the WPCF.

When I asked Mr. Norton what things he was referring to, he said “birthday cakes”, “meals”, and
“Christmas parties”. He reported how when he began working for the WPCF, staff were not
getting along and emphasized how bad the morale was at that time. He indicated that he and John
Bodie brought staff together and they are like family. He also indicated that since John Bodie
staff has reached out to him.

In response to Mr. Norton’s report that he engaged in similar conduct as Mr. Bodie with the use
ol the Town issued credit card with purchasing “birthday cakes”, “meals”, and “Christmas
parties”, Human Resources conducted a review of Mr. Norton’s credit card use from January,
2021 to October, 2021 when John Bodie became Superintendent A review demonstrated similar
suspect purchases made by Mr. Norton as to those made by Mr. Bodie from 2021 to 2022.

C. Referral to the Fairfield Police Department, February 16, 2023 (Exhibit CC)*

* Selectwoman Nancy Lefkowitz is member of the WPCA pursuant to section 10.13 A of the
Town Charter. (Exhibit R) *On February 15, 2023, Nancy Lefkowitz, Selectwoman, contacted
the undersigned and Attorney Jim Baldwin, Town Attorney, requesting additional information
regarding Mr. Bodie’s placement on administrative leave with pay. The email correspondence
between the parties has been incorporated as part of this administrative investigation as Exhibit
V.

* The elements of a crime differ from those of a prescribed work rule offense, although the
behavior may be the same. In accordance with the Town’s Standard of Conduct Municipal Fraud
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Human Resources focused its initial review of Mr. Bodie’s credit card use starting in October
2021, which was the time Mr. Bodie became permanent as Superintendant for the WPCF,
through 2022. A thorough review of Mr. Bodie’s AMEX statements and receipts was conducted
and revealed in addition to potential violation of Town policies, potential criminal conduct such
as defrauding a public community. (Exhibit J) As part of the Human Resources review, we
eliminated from the summary/chart, Exhibit J, what appeared to be work-related purchases. We
narrowed our review to credit card transactions that appeared to be in violation of the policy and
law.

Based on our review and in accordance with the Town’s Standard of Conduct Municipal Fraud
Policies and Procedures, Exhibit E, we referred the matter to the Fairfield Police Department on
February 10, 2021, which included the following records/information:

¢ Pertinent Policy/Code

* HR Administrative Investigation Report (Out of State Travel)

* Credit Card Memorandum of Understanding Signed by John Bodie in 2021 and 2022
AMEX Statements and Receipts (2021-2022) for John Bodie

AMEX Statements and Receipts (1/21-10/21) for William Norton

Chart of Suspect AMEX Card Use by John Bodie for 2021 and 2022 Prepared by Human
Resources

* Report of Discussion with William Norton on February 10, 2023

Human Resources indicated it would continue its independent administrative investigation;
however, would hold interviewing John Bodie in abeyance until the Fairfield Police Department
had an opportunity to request an interview with Mr. Bodie.

VL. ACTION TAKEN POST REFERRAL TO THE FAIRFIELD POLICE
DEPARTMENT

A. HR Meeting with WPCF Employees, February 17, 2023

On February 17, 2023, Peter Ritchey, Assistant HR Director, received a phone call from Danielle
Morrison, Chemist at the WPCF, reporting there were high level concerns being raised by WPCF
staff regarding John Bodie’s leave of absence. Mr. Ritchey offered to meet with them at the
Treatment Plant to listen, indicating he may not have any answers.

At approximately 11:00 am on that day, Mr. Ritchey met with WPCF staff with the goal and
expectations to listen to the WPCF employee concerns and answer questions without
compromising the pending HR administrative investigation. In addition to expressing concerns

Policies and Procedures, Human Resources is mandated to conduct a thorough administrative
investigation regardless of the Fairfield Police Department’s findings.



about the operations of the Treatment Plant, they focused on the status of Mr. Bodie’s leave. One
employee asked Mr. Ritchey if Mr. Bodie had been fired. Mr. Ritchey responded that he was not
fired and presently out on a leave.

One of the employees commented that he heard “some woman in Town has submitted a FOIA
wanting to know WPCA over-time, job descriptions and credit card usage” and “they are under a
microscope.” Another employee commented about “paying back for the birthday cakes or other
itetns if Bodie’s credit card usage is an issue.” The employees expresscd concern about not
having heard any time line as to when Mr. Bodie would be back.

They asked Mr. Ritchic and he responded that he was not involved in the discussions and had no
insight. He did say that with that update being known, they should continue on doing their
respective jobs, and escalate any issues to Ron Wallace, Interim Superintendent, who will
escalate to John Cottell, Assistant Director Public works, and/or John Marsilio, Director of
Public Works.

Other comments regarding John Bodie were:

e Bodie isn’t a bad guy

e He'’s honesi Abe

e Don't understand why he is in trouble.
e [Feels like Bodie is a scapegoat

e [Foolish to lose him

The meeting cnded at approximatcly 12:05 pm.
B. Review of Card Holder/Travel & Meeting Policies

As part of the administrative investigation, the undersigned reviewed the history of policies
associated with Town issued credit cards and travel/meetings. The following is a time line of
policies since 2020:

1. March 14, 2000: Connie Nolfi’, Town Auditor, (Coneetta Saxl, currently in the position
of Senior Internal Auditor-PETA Union President) created a memorandum of agreement

3§ 9.15 of the Town Charter covers the Internal Auditor or Auditors for the Town:

A. Number. The Board of Selectmen shall appoint at least one Internal

Auditor and shall determine from time to time the number of Internal Auditors necessary
to carry out the duties of the office and shall accordingly increase or decrease the number
of Internal Auditors appointed.

B. Duties. The Internal Auditor or Auditors shall:

(1) Monitor the departments, officers, employees, boards, and
commissions of the Town for fiscal policy compliance;
(2) Report on a regular basis to the Fiscal Officer; and



for card holders (Exhibit Y, Exhibit AA) Memorandum of Understanding Between the
Cardholder and Twig Holland, Director of Purchasing (not dated): Policy prohibited
use by any other person besides the card holder as well as use for personal purchases. It
required substantiation of purchases for official Town business. For travel and meetings,
justification with proper sales receipt as well as an expense report detailing the date,
place(s) visited, participants at the meeting and purpose of the meeting. (Exhibit AA)

2. April 27. 2006: Summarization Addendum to the “Memorandum of Understanding”
created by Connie Nolfi, Town Auditor, (Concetta Saxl, currently in the position of
Senior Internal Auditor-PETA Union President) reitcrating that the credit card must not
be used for personal reasons for themselves or others, purchases must be validated and
for legitimate Town business, as well as other requirements. (Exhibit BB)

3. June 27, 2006: Memo to All Departments from Connie Nolfi, Town Auditor, (Concetta
Saxl, currently in the position of Senior Internal Auditor-PETA Union President), Exhibit
DD), Re: Town Travel and Meeting Policies and Procedures. Policy includes
requirements to obtain reimbursement for travel and meeting expenses.® A memo
regarding mileage reimbursement rates was also issued on July 25, 2006. (Exhibit W)

4. July 25, 2006: Memo to All Department Heads from Connie Nolfi, Town Auditor, Re:
Travel Meeting and Expenses. (Exhibit DD) This was a reminder that was to be posted
for employee review regarding reimbursement for Town Travel and Meeting expenses.

5. October 26, 2010: Email between Twig Holland, Director of Purchasing, and First
Selectman Ken Flatto re: Food at Meetings. This was a request from the Director of
Purchasing for the First Selectman to clarify the policy on providing food for night
meetings. First Selectman Flatto responded: If there is a special exception for a truly one
shot very long meeting of a Board or Commission that requires them to work through a
meal time or something that is well beyond the norm, it is ok for a manager to have the
discretion to offer some small limited amount of food and get reimbursement, but we
should not have food paid for by taxpayers for the meals of volunteers or employees at
work meetings in general or any kind of basis except for those very unusual rare justified
situations... ” (Exhibit X)

6. August 4, 2020: Procurement (Credit) Card Program, Cardholder Memorandum of
Agreement: policy prohibits credit card use for personal purposes or for items purchases
for others that are personal in nature, including alcohol, cash advances, gift certificates,

(3) Make reports to the Board of Selectmen and the Board of Finance

semi-annually and at any other times requested by either Board.
® The limit for total meals & incidental expenses in 2006 was $64 ($12 for breakfast; $18.00 for lunch;
$31,00 for dinner; and $3.00 for incidentals. The policy in effect in 2021-2022 allows for a total of $51.00
broken down as $11.00 for breakfast; $12.00 for lunch; $23.00 for dinner; and $5.00 for incidentals. Ms.
Saxl rcported that she believes Mr. Robert Mayer when he was CFO reduced the amount for meals for the
reason he thought they amounts were too high.



fruit baskets, birthday cakes, retirement gifts, donations, pharmaceuticals, etc. The policy
also required for “[t]he nature of the purchases [to] be substantiated at all times and [the
cardholder] must be able to validate the official need for the purchase.” It required
“prudent judgment for purchases” as well as reconciliation for each item purchases,
including receipts. Two signatures were required for the reconciliation voucher: the
cardholder and the department head. If the cardholder was a department head then the
signature of the CFO was required.

This policy referenced the Travel and Meeting policy and cardholders were required to
submit for credit card purchases for meals justification including the date, place (s)
visited, participants at the meeting, and purpose of the meeting. It stated: It is imperative
that all Travel and Meeting charges be for Town business related purposed only. For
meals charged on the credit card, it was prohibited for cardholders to charge meals for
persons not directly employed by the town including interns and volunteers. Meals
charges had to directly relate to specific Town business or meeting.

The policy also prohibited use by any member of the cardholder’s staff, family,
supervisor or anyone else besides the cardholder.

The policy provided notice that violation of the policy could result in disciplinary action.

. January 12, 2021, Ms. Sax! issued an email to Town Credit Card Holders, including
John Bodie, with the policy, pertinent forms and a “Cardholder Memorandum of
Agreement” for cardholders to sign and return to her. (Exhibit B) In her email Ms. Saxl
states: As a cardholder, you are required to understand and abide by the policies and
procedures, responsibilities and limitations associated with this policy and use of the
Town’s credit card.”

Ms. Saxl also issued the “Top 10 Reminders” as part of her notice which included the
following:

e Utilize all available discounted pricing for your purchases whenever possible.
Department office supplies should be purchased from WB Mason-the Town
approved vendor for office supplies.

o Prior to submission, all Reconciliation Voucher Packages must be signed off by
your Department Head.

o All information technology purchases must first be pre-approved by the Director
of Information Technology.

o All food purchases must be documented and justified utilizing the “Travel and
Meeting Expense Report” and must pertain to Town business or meeting.

Ms. Saxl in her notice directed cardholders to:
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Please read the attached policy and complete the last page
entitled "Cardholder Memorandum of Agreement’ and forward
the completed package to me by January 19, 2021.

The policy issued to all cardholder members included the following notice, pp. 1-2:

e The purpose of this memorandum of understanding is to summarize the policies
and procedures, responsibilities and limitations associated with the use of the
Town’s procurement (credit) card; to acknowledge that you understand your
responsibilities as a cardholder, including punitive sanctions for misuse of your
credit card,

® ...No member of your staff, your family, your supervisor or anyone else may use
this card. 1t is the cardholder’s responsibility to safeguard the credit card and
account number at all times. Misuse of your card will be considered a violation of
trust and may require that the card be withdrawn with subsequent disciplinary
action.

o THE CREDIT CARD IS NOT TO BE USED FOR PERSONAL PURCHASES:
..[t] ke credit card must not be used for personal purpose or for items purchases
Jor others that are personal in nature. This includes alcoholic beverages, cash
advances, gift certificates, fruit baskets, birthday cakes, retirement gifis,
donations, pharmaceuticals, etc.

®  You must comply with federal, State and Town Ordinances, Charter provisions,
regulations, policies and procedures.

® Purchases must not be split to avoid Town bidding requirements.

e Capital items must not be purchases on the credit card. This includes computers,
machinery, equipment and other items with individual costs greater than $1,000.

® Use of the credit card is not intended to replace effective procurement planning
which enable volume discounts.

o  The nature of all purchases must be substantiated at all times and you must be
able to validate the official need for the purchase. If you cannot substantiate
wither the purchase was necessary and for official Town use, disciplinary action
may occur.

® Consequences of misuse of the credit card may include... Disciplinary action up to
and including personal liability and repayment.

On page 2 of the policy, under section II, cardholders are expected “...to use prudent
judgement whenever using the Town card for department purchases. Department Heads
must do their best to limit the use of their credit card...”
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On page 3 of the policy for purchasing procedures the requirements of cardholders for
making purchases include the following:

o Notify the merchant that the purchase is for the Town of Fairfield and that it is
exemplt from state sales tax. The vendor may ask you to provide a Cert 134 form
(for commodities) and Department of Revenue Services-Statement of Tax-Exempt
Status. Meals and lodging use the Cert-112. These forms may be obtained from
the Purchasing Department.

o Consult with Purchasing to ensure that you are using pre-approved local order
vendors when making purchases.

On page 4 of the policy, it states that “a minimum of...two signatures are required on the
Reconciliation Voucher...” The policy requires the Cardholder to sign and the
“...Department Head must ALWAYS sign the Reconciliation Voucher designating
approval. If he cardholder is the department Head, then the signature of the Chief Fiscal
Officer must be obtained designating review and approval.”

On page 4 of the policy under the Travel and Meeting section, cardholders are noticed
that “[a]ll items charged to your credit card for the purpose of Town-related travel and
meetings (including luncheons, dinners, seminars, etc.) must be justified by proper sales
receipts and be fully documented on a I'ravel and Meeting expense report. The policy
further requires for the cardholder to “...detail the date, place(s) visited, participants at
the meeting, purpose of the meeting and total amount charged to the credit card.” The
policy states “[i]t is imperative that all Travel and Meeting charges be for Town business
related purposes only.”

Page 5 of the policy under the meals charged vn credil card section states:

o Meals charged on the credit card are limited to consumption by that individual
employee only and should directly relate to specific Town business or meeting.
Employees must not charge meals for persons not directly employed by the Town
of Fairfield, including interns, volunteers, committee members, vendors, and
outside business associates.

e Business Meals During Meeting: The meeting should...have a clear, reasonable,
specific business purpose and agenda.

* Be adirect expense that is necessary in order to conduct Town business.
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10.

11.

» All meals purchases shall be reported on the Travel and Meeting expense report
and shall detail the date, name of food establishment, business purpose for the
meal and the total amount charge dot the credit card.

With respect to disputed items on page 5, “[t]The cardholder is responsible for
reporting/returning unsatisfactory good or services to the merchant for replacement or
refund. If the merchant refuses to remedy the faulty condition, the purchase of he item(s)
will be considered to e in dispute.” For charges on the cardholder’s statement that ...are
deemed incorrect then your statement is considered to be in dispute. A disputed item just
be noted on the cardholder’s Statement of Account and American Express must e notified
immediately. The Town will make full payment of the disputed charge and American
Express will credit the disputed charge on the following month’s statement.”

January 13, 2021: John Bodie signed the Card Holder Memorandum of Agreement
acknowledging that he has “...read the Town of Fairfield Memorandum of
Understanding regarding the procedures, responsibilities and limitations associated with
the use of the Town credit card.” He further acknowledged his receipt of the credit card
“to be sued for the purpose of making purchases on behalf of the Town of Fairfield...”
and understands his “responsibility as a cardholder, which include punitive sanctions for
misuse of [the] credit card.” (Exhibit F)

February 16, 2021: Ms. Saxl issued a refresher notice with same information as issued
on January 12, 2021 to Department Heads who did not receive the information in
January, 2021. William Norton was one of the recipients of this email. (Exhibit B)

February 2, 2021: William Norton signed the Card Holder Memorandum of Agreement
acknowledging that he has “...read the Town of Fairfield Memorandum of
Understanding regarding the procedures, responsibilities and limitations associated with
the use of the Town credit card.” He further acknowledged his receipt of the credit card
“to be sued for the purposc of making purchases on behalf of the Town of Fairfield...”
and understands his “responsibility as a cardholder, which include punitive sanctions for
misuse of [the] credit card.” (Exhibit EE)

January 6, 2023: Email notice to Town Credit Card Holders, including John Bodie,
regarding an updated Town of Fairfield Credit Card Policy entitled Cardholder
Memorandum of Agreement. (Exhibit C) Ms. Sax! attached pertinent policy and forms,
including the Travel & Meeting policy. Ms. Saxl noticed credit card holders to return the
agreement acknowledging their responsibility to abide by policies, procedures,
responsibilities and limitations associated with the cardholder policy and the use of the
Town issued credit card by January 18, 2023.

The new procedures under this policy include for any single credit card purchase that
exceeds $1,000 must receive email approval first from the Department Head and then
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from the CFO prior to making the purchase. Although listed as a new procedure but was
part of the previous policy is the requirement for Department Heads who are also
cardholders to forward the monthly reconciliation vouchers to the CFO for approval.
Ms. Saxl listed 11 top reminders which include:

o Utilize all available discounted pricing for your purchases whenever possible.
Department office supplies should be purchased from WB Mason-the Town
approved vendor for office supplies.

e Do not pay sales tax.

o Prior to submission, all Reconciliation Voucher Packages must be signed off by
your Department Head.

o All information technology purchases must first be pre-approved by the Director
of Information Technology.

e All food purchases must be documented and justified utilizing the “Travel and
Meeting Expense Report” and must pertain io Town business or meeting.

o All out of State travel must first be pre-approved by the First Selectwoman using
the “Request Form-Out of State Travel”

The updated policy included the daily meal reimbursement amounts when out of Town or
when traveling on Town Business that are referenced in the Town’s Travel & Meeting
policy.

February 18, 2023: Based on HR’s a review of credit card statements and backup
provided by credit card holders for this investigation as well as the broader one for all
other credit card holders, Human Resourcces in partnership with the CFO and Purchasing
Director revised the reconciliation voucher to require more detailed
information/justification as well as an attestation that the card holder did not make
charges that violate purchasing rules. Also, the reconciliation voucher sheet added a
reminder about potential consequences for not following the policy or committing fraud.
On February 16, 2023, Department Heads at the Department Head meeting were
provided the updated reconciliation voucher sheet, request ot out of state travel and
meeting/meal backup. Samples of how to complete the forms were also distributed to the
Department Heads. Pertinent policies, with links arc also referenced in the updated
reconciliation form. (Exhibit D) At the February 16, 2023 Department Head meeting, it
was stressed by the CFO and HR for Department Heads to consider who has been issued
credit cards and why.

Many Department Heads, including John Bodie (see Human Resources Administrative
Investigation Report, Exhibit A,), indicated that they were not aware of the Town Travel
and Meeting policy, including dollar limits on purchases for meals with Town issued
credit cards. In response, Human Resonrces incorporated the Travel & Meeting policy in
addition to purchasing policies as part of the Employee Handbook.
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D. Review of AMEX Statements
See Exhibits J, K, and L (charts identifying charges made by John Bodie and William Norton)

Initially, the review of the AMEX credit card statements was limited to the years 2021 to 2022 as
Mr. Bodie became permanently appointed to the position of Superintendent in October of 2021
and had signed the MOU acknowledgement that: “4s a cardholder, you are required to
understand and abide by the policies and procedures, responsibilities and limitations associated
with this policy and use of the Town's credit card. (Exhibit B). As Mr. Norton during his
conversation with the undersigned on F ebruary 10, 2023, reported that he presumed Mr. Bodie
was on leave for doing the same things Mr. Norton did when he was superintendent, such as
using the Town issued credit card for birthday cakes, meals and Christmas parties, HR
commenced with a review of Mr. Norton’s credit card use from J anuary 2021 to October, 2021
when he retired. The records for use of the credit card by Mr. Norton and Mr. Bodie were
provided to the Fairfield Police Department as aforementioned under section C on F ebruary 16,
2023.

After submission to the Fairfield Police Department, HR continued its review of charges made
by both John Bodie and William Norton from January 2018 to December, 2020. Upon review of
both Mr. Norton’s and Mr. Bodie’s credit card charges, what stood out to HR related to various
charges at restaurants, supermarkets, BJ ’s, Amazon, and hotel resort reservations and eateries.
The required reconciliation reports that accompanied each month’s back up was utilized more of
a summary/list of charges rather than an accounting of why or how the expense relates to Town
business. for meals, there was no agenda submitted or list of participants who consumed the food
and/or beverages. There were monthly recurring charges at BJ’s for food and refreshments as
well as monthly charges at various eateries for staff breakfasts, lunches or evening meals,
including but not limited to:

Luigi’s
Subway
Five Guys
Doughnut Inn
Taco Bell
Wendy’s
Dairy Queen
Duchess
Chick-Fil-A
The Pantry
Pepe’s Pizza
Bud’s Deli

There were also purchases for other items such as:

® Monthly Amazon charges without itemization or Justification for business related
expenses.
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» Many charges for conferences that included travel expenses that seemed excessive,
including meals

* Recurring charges for seminars, study guides and materials

¢ Technology and IT related expenses, such as cell phone cases and accessories

» Purchased gift cards (from 2019 for Mr. Bodie and 2020 for Mr. Norton)

VII. Completion of Police Report and Action Taken Thereafter
A. Police Report (Exhibit AA)

On or about March 13, 2023, the Fairfield Police Department shared its findings with Human
Resources. The Department narrowed its focus on the following charges:

® 5/22/22: charge for $260.99 at the Dining Room Bretton Woods NH

e 5/22/22 charge for $49.91 at Rosebrook Bar Bretton Woods NH

e 5/23/22 charge for $226.81 at Stickneys Restaurant Bretton Woods NH.
e 5/24/22 charge for $101.14 at Stickneys Restaurant Bretton Woods NH
e 9/17/22 charge for $252.81 at Chik-Fil-A in Norwalk, CT

e 12/13/22 charge for $479.00 at Luigi’s Restaurant in Fairfield CT

Detective Brian Griftin reported the following about the aforementioned charges:

On 03/03/2023 1 spoke with John Bodie...regarding the following charges. My
conversation with Bodie was recorded on body worn camera. Bodie was advised
that he was not under arrest and that he was free to leave at any time. Bodie
agreed to speak with me,

On 05/22/2022 there was a charge for $280.99 at the Dining Room Bretton
Woods NH. Bodie stated this was a charge for dinner for John Cottcll, Danicllc
Morrison and himself while at a conference in New Hampshire. On 05/22/2022
there was a charge for $49.91 at Rosebrook Bar Bretton Woods NH. Bodie stated
that this charge was for some appetizers while waiting for a table to be available
for John Cottell, Danielle Morrison and himself.

On 05/23/2022 there was a charge for $226.81 at Stickney’s Restaurant Bretton
Woods NH. Bodie stated this charge is also for dinner for John Cottell, Danielle
Morrison and himself while at a conference in New Hampshire. On 05/24/2022
there was a charge for $101.14 also at Stickney’s Restaurant. Bodie stated that
this charge was for lunch for John Cottell, Danielle Morrison and himself while at
the conference in New Hampshire. Bodie added while at the conference they
would normally pay for any alcoholic beverages personally and not use the town’s
credit card.

On 09/17/2022 there was a charge for $252.81 at Chick-Fil-A in Norwalk. Bodie
stated that he frequently purchases lunch, pizza, breakfast or coffee for his
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employees as a reward for hard or long work. Bodie stated this was a practice that
was conducted by his predecessor, William Norton. Bodie states that Norton
would get Chick-Fil-A for the employees and that on 09/17/22 he went and
purchased it for them. Bodie stated he has about 19 employees at the water
treatment plant.

On 12/13/2022 there was a charge for $479.65 at Luigi’s. Bodie stated this charge
was a combination of a hard work reward and Christmas party. Bodie stated they
had Luigi’s cater food at the treatment plant and had the employees pay for the
tax and tip and he covered the food.

On March 3, 2023, Detective Griffin spoke with William Norton who reported the following:

e When he became Superintendent for the WPCF in 2014 “the work environment was very
hostile and many of the employees did not get along with each other.”

* Mr. Norton “implemented activities to bring the employees closer together and raise the
morale of the plant. One of these activities was to give them food as a reward for
completing a difficult or long job.”

® Mr. Norton “stated that Bodie was working for him at this time and would have seen
these activities done.” ‘

® Mr. Norton further “stated that Bodie was a great person and great town employee.
Norton described Bodie as a “gentleman” and someone who always puts the town and the
plant first.

® Mr. Norton “stated that any action Bodie did with the credit care was done because of
past practice and members of the town were aware of it.”

Detective Griffin noted in his report “that Norton’s Town of Fairfield’s American Express
purchases were examined prior to him leaving employment with the town. These purchases were
similar to that of Bodie.”

Detective Griffin concluded that “[b]ased upon the...facts and circumstances I don not have
probable cause to believe that any of the purchases made by Bodie were for personal gain and
that no crime has been committed.”

B. HR Follow-up with Danielle Morrison, John Cottell and William Norton

The police investigation report resulted in some follow-up questions by Human Resources for
William Norton, Danielle Morrison and John Cottell.

1. Follow up with John Cottell (in person meeting)

On March 20, 2023, I met with John Cottell as Mr. Bodie named him as a witness for the
time period May 22-25, 2022 as an attendee on behalf of the Town of F airfield at the
NEWEA 2022 Spring Meeting & Exhibit.

17



Mr. Cottell indicated that Mr. Bodie did pay for meals at the resort for Danielle Morrison
and himself. He reported that the meals were expensive at the resort restaurants and there
was no option to eat at restaurants outside of the resort as there are few nearby and the
town where the resort is located closes down at 8:00 PM. It was Mr. Cottell’s
understanding that Mr. Bodie was approved for travel expenses, including meals at the
resort, to attend the NEWEA 2022 event for himself and Ms. Morrison.

Mr. Cottell reports that his experience with NEWEA s positive, providing excellent
content and nctworking. Attendees from across New England have a platform with this
Association to share concepts, operational issues and ideas that impact WPC facilities as
well as Public Works. Town attendees use that information to help improve operations.
Contacts made at the NEWEA events are useful for future troubleshooting and
brainstorming.

An email dated March 20, 2023 was sent to Mr. Cottell to corroborate his report to me.
(Exhibit GG)

2. Follow up with Danielle Morrison, March 20. 21 2023 (tclephone conversation’email)

1 asked Ms. Morrison for her assistance as a witness identified by John Bodie for the May
NEWEA conference and meals. From our discussion by phone on March 20, 2023 and
email correspondence in connection with the out of state travel request in January, 2023,
Ms. Morrison reports having no prior notice of the Travel/Meeting policy. She has not
been issued a town credit card during her employment with the Town and therefore does
not have an agreement between the Credit Card holder and the Town for credit card use.
Until most recently, she was not provided notice of these policies since she began her
employment with the Town.

During her employment, she has regularly attended the NEWEA conferences with full
approval of her supervisors (John Bodie and Bill Norton). The approval included
expenses paid for travel, meals and lodging, Prior to January, 2023, Ms. Morrison had no
knowledge of any price limit for meals when she attended these events or rules associated
with credit card purchases by Town card holders.

. Ms. Morrison reported that there are not many options outside of the resort for food
when you attended this conference due to the distance of other restaurants, time
constraints in between conference events/workshops, and the nearby town closed early.
Also, restaurants would get jammed and choices were very limited within and outside of
the resort.

[ attached to an email as a follow-up to our March 20, 2023 telephone conversation, a
2022 NEWEA brochure and a copy of the menus for each restaurant at the resort to
which charges for meals were made by John Bodie. (Exhibit FF) [ asked Ms. Morrison to
report any information she may recall for the meals charged at the conference as follows:
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e On 05/22/2022 there was a charge for $49.91 at Rosebrook Bar Bretton Woods
NH. Mr. Bodie stated that this charge was for some appetizers while waiting for a
table to be available for John Cottell, you, and himself. Ms. Morrison responded:

This is absolutely true. I actually think we were waiting for the
“President’s Reception” to start which was inside a banquet hall area in
the resort. I remember that I was starving! It was beautiful weather so we
sat outside on the porch to wait for the doors to open. A waitress
approached us and asked if we would like to order anything. I did not even
realize there was any type of wait-service out there on the porch. There
were the three of us as stated, so we ordered three small bites appetizer-
type foods. I believe the current menu is different from when we there,
and although I cannot remember what we ordered, I do know that we had
three food items to share. And we each ordered a drink. I also cannot
remember what anyone ordered to drink, but I know I ordered an
unsweetened iced tea.

* On 05/22/2022 there was a charge for $280.99 at the Dining Room Bretton
Woods NH. John Bodie stated this was a charge for dinner for John Cottell, you
and himself while at a conference in New Hampshire.

This is also accurate. This charge was for dinner for the three of us. Ahead
of the Spring Meeting, we were advised to make reservations at the one of
the three restaurants on the premises for dinner to make sure that we did
not get stuck without eating. We were advised that the local town
restaurants close early and that due to lingering COVID restrictions, there
was no room service. So, about a week or two before the meeting, I made
reservations wherever I could get a table for the three of us. I also believe
that there was a fourth option for dining, but it was closed at the time we
were there. As I recall, the prices for everything were astronomical. Again,
I believe the menu has changed because I recall ordering a risotto dish and
[ do not see that on the menu anymore. I also believe that John and John
each ordered some kind of beef/steak dish. I remember sharing appetizers
and also having soda with dinner and coffee with dessert. Everything at
the Main Dining Room was a la carte.

® On 05/23/2022 there was a charge for $226.81 at Stickney’s Restaurant Bretton
Woods NH. Mr. Bodie stated this charge is also for dinner for John Cottell, you,
and himself while at a conference in New Hampshire.

This was also for dinner for the three of us. Stickney’s was also very
expensive and everything was a la carte there as well. I also believe the
menu has changed since then and I cannot recall exactly what myself or



anyone else ate. [ do remember sharing a couple of appetizers, having a
main course, and sodas. I remember the sodas being served in huge glass
mugs. John Bodie and [ had coffee (I remember John Bodie and I always
wanting to get a good cup of coffee because there was no coffee in the
lobby and no coffee in our rooms. Coffee was oddly hard to come by at
the resort.) I think John Cottell passed on coffee and I vaguely remember
that none of us wanted dessert because we were too full.

» On 05/24/2022 at 1:24 there was a charge for $101.14 also at Stickney’s
Restaurant. Mr. Bodie stated that this charge was for lunch for John Cottell,
Danielle Morrison and himself while at the conference in New Hampshire.

This charge was for lunch at Stickney’s for the three of us. [ remember
that I arrived at the restaurant alone and John Bodie and John Cottell were
already there and had just been scated so I joined them. We did not plan
this lunch together. I was off attending sessions and mectings and they
were off in their own sessions and meetings. We just coincidentally
happened to go there around the same time, so I joined them. We had
sandwiches/burgers and fries, as [ recall. [ remember having the grilled
chicken sandwich. We also had sodas and coffees.

¢ Do you know or recall whether Mr. Bodic used the Town credit card to pay for
alcohol for any of the aforementioned meals?

To the best of my knowledge the Town credit card was never uscd to pay
for alcohol when we dined out. I do not ever recall alcohol being
consumed while dining. I distinctly remember paying for my own
alcoholic beverages at the end of the evening, after dinner, at a separate
resort bar called “The Cave.” We all paid separately and I believe we all
paid with cash. NEWEA also had “meet and greet” reception cocktail
hours each day where only cash was accepted. These are the only times 1
remember alcohol being purchased by any of the three of us.

3. Follow up with William Norten, March 21. 2023 (Telephone Conversation)

On March 21, 2023, I spoke with William Norton who was responding to my email request to

verify his March 3, 2023 statement to Detective Griffin and help me with some follow questions.

(Exhibit HH).

Mr. Norton reported that when he began working for the WPCF the morale of staff was
extremely low and employees were not getting along with each other. Approximately 18 months

into the job, Mr. Norton implemented a “food reward’ morale booster by purchasing birthday

cakes or meals on his Town issued credit card to show appreciation for them, particularly as the
work required was often difficult or long in duration. He described buying birthday cakes at the
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Pantry as they were a staff favorite once a month. Whether only one employee had a birthday or
several that month, he would buy a cake with the Town issued credit card to celebrate the
birthday(s).

When I asked him about any other morale boosting activities he implemented besides food, he
reported that he supported staff participation in conferences which he would pay for with the
Town issued credit card. Mr. Norton mentioned Vendor sponsored picnics for Memorial Day,
Fourth of July, and Labor Day which other Town employees would attend as well as elected
officials and WPCA Commission members, including First Selectman Mike Tetreau. Mr.
Norton reported the administration when he began the practice of food reward purchases,
management condoned the practice of purchasing food to boost morale.

C. Questionnaire for John Bodie/In Person Interview

On March 28, 2023, HR sent by email a questionnaire to John Bodie copied to his union
representatives. (Exhibit II) As part of the notice contained in the questionnaire, a Garrity
warning was issued a long with notice of his Weingarten rights (union representation). Mr.
Bodie was instructed to respond truthfully and to the best of his knowledge and recollection. He
was further directed to submit his completed questionnaire by March 30, 2023, close of business.

Mr. Bodie returned the questionnaire before the close of business on March 30, 2030. A review
of the questionnaire revealed unresponsive answers or answers that needed additional
explanation. Accordingly, an in-person interview was held on April 4, 2023. The following
individuals were present at this interview:

Cathleen Simpson, HR Director

Joanne Courtemanche, Labor Relations Specialist
Connie Saxl, Union President

George Kaczegowicz. Union Vice President

Chris Sugar, Staff Attorney for AFSCME (on WebEx)

]

a. Questions about Use of BJ’s Membership Card and Stop & Shop purchases:

Mr. Bodie originally responded “I don’t understand how this question is germane to my
employment for the Town of Fairfield” to questions regarding whether he personally has a Stop
& Shop loyalty card and BJ’s membership. I cxplained the nexus of using the Town issued credit
card with a personal loyalty card or the Town’s BJ’s membership to make personal purchases
with his personal cash or credit card as he would be getting the benefit of loyalty points for his
personal use or not have to purchase his own membership. Mr. Bodie indicated he understood
and reported he did engage in such use.
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b. Questions about the purpose for the purchasc of an item(s)

Throughout the questionnaire, where Mr, Bodic was asked about the purpose of an item(s) and
his responses were lacked sufficient information. For instance, when asked about the purpose of
items bought at BJ” s, he responded “Food”. Mr. Bodie explained that William Norton, his
previous supervisor, started the practice of purchasing food and beverages, including coffee,
soda, candy, creamers and cakes as well as meals to reward employees for performing a difficult
job. Mr. Bodie reported it was a practice that was in place for serval years before Mr. Bodie took
over as Superintendent. Due to the nature of the work involved and the conditions, such as the
odor, some jobs can be extremely unpleasant.

Mr. Bodie also in his questionnaire as well as during the interview discussed meals allowance for
employees who are called in early or held over. The WPCEF is staffed by employees from the
PETA, THEA and Public Works (UPSEU) Unions. There is no meal allowance for THEA
members under their collective bargaining agreement. For PETA employees assigned to the
WPCF which include Mr. Bodie, Article 4, Section 4 (a) of the collective bargaining agreement
covers meal allowances in the amount of $10/meal or $40.00/day for mealtimes that occur after
four (4) hours subsequent to emergency recall. For Public Work members, which the majority of
the employees are members, Article 7, Section 7.4 controls with a restriction of $10/meal, not to
exceed $40.

With respect to the meal allowance for Public Works and PETA Union members, the Town is
required to provide access for meals in two diners located in the Town of Fairfield under Section
7.14 (b) of the collective bargaining agreement. John Cottell explained that the process for
impacted union members who work outside of the WPCEF, they are able while on the road
ploughing for instance to stop at one of the three diners in Fairficld or at Bud’s Deli with a meal
ticket. Their information is recorded by the diner or Bud’s and in turn, they invoice the Town
who has contracts with these eateries. Either the diner or Bud’s excludes tax with its invoice or
the administrative assistant will deduct the tax from the invoice. Mr. Cottell also explained that
they have a contract with Bud’s Deli as somctimes the dincrs arc not open 24 hours, particularly
during COVID and Bud’s Deli is generally able to accommodate early morning or night orders.
If the diners and Bud’s Deli are not open, then Public Works will bring tood to the “yard”.

Mr. Bodie was unaware of the meal ticket procedure as implemented by the Department of
Public Works for overtime meal allowance for PETA and Public Works Union members. He also
explained for hold overs or early call ins, the WPCF staff are required to be in the building to
attend to emergencies unlike Public Works employees who are generally on the road during
emergencies. Accordingly, the meal ticket process may not be feasible for WPCF employees
under these conditions.

c. Reports/Responses in Connection with the Reconciliation Report

1. November 2022 Charges to NEWEA for Spouse

In November, 2022, the AMEX statement shows purchases to NEWEA in the amount of $677.63
and $550.26 made on November 8, 2022. The one in the amount of $550.26 includes two
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charges of $25.00 for Jeanne Bodie, John Bodie’s spouse for a Monday and Tuesday reception.
In response to the question regarding whether he has used the credit card to make purchases for
others that are personal in nature, he states “no” but then admits to purchasing registrations to
NEWEA conferences for his wife, “approved by my Supervisor”, alleging a past practice.

For the November, 2022, Mr. Bodie reported in the questionnaire that “they charged my wife’s
$50.00 fee in error. 1 was trying to rectify the issue, but could not complete, because [ was put on
leave.” Mr. Bodie signed the November 2022 reconciliation voucher on 11/28/22 and included
the receipt for the NEWEA purchase that included the $50 reception charge for his wife. Mr.
Bodie was placed on administrative leave with pay on January 27, 2023-two months after he
submitted the November 22, 2022 reconciliation report with the $50 charge for the reception for
his wife at the conference. During his in- person interview, Mr. Bodie reported that he did
attempt to recoup the charge for the conference but it was too late to obtain reimbursement and
he had to cancel due to his brother being ill.

2. December 2022 Charge to Bud’s Deli in the amount of $153.61

As part of his reconciliation report for a purchase of $153.61 at Bud’s on 12/28/22 allegedly for a
12/28/22 MS4 Training meeting (Mr. Bodie submitted the list of participants for a training which
occurred on 12/29/2021. One of the participants listed was Vincent Mooney who left Town
employment in October, 2022.). When asked to explain the discrepancies of the datc, Mr. Bodie
stated that he “ordercd the day before the training, to allow the deli to obtain needed supplies.”
When [ referred him to the list of attendees reportedly at the training, he indicated that that list
was definitely submitted in error and he would be able to provide the one for the December 2022
training. Mr. Bodie was able to provide the correct list as demonstrated by Exhibit JJ.

3. December 2022 Charge to Luigi’s in the Amount of $479.65 and The Pantry for $66.00

Mr. Bodie reported his purchases on 12/22/22 at the Pantry for $66.00 and on 12/23/22 at Luigi’s
in the amount of $479.65 were for a staff meeting and Christmas party held on 12/24/22. Mr.
Bodie reported he pul the wrong date on the report-the 24%- as the meeting/party was held on
December 23, 2022. He ordered cakes from the Pantry a day in advance as the Pantry runs out of
stock during the holidays.

d. Other

I. Supervision

At the in-person interview, Mr. Bodie reported that it is unclear to him as to who is required to
report to since he became Superintendent. He indicated that in the past prior to his appointment
as Superintendent, he thought was the Director of Public Works. He indicated that the WPCA
does not assert oversight over him with the daily operations or credit card purchases.
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2. Notice

Prior to 2021, Mr. Bodie reported he did not receive any notice about protocol with purchases
using the Town issued credit card other than the requircment of completing a reconciliation
voucher. He was never asked to provide a justification of how the purchase related to Town
business and was under the belief that these purchases related to Town business as they
improved morale. When Mr. Norton was the superintendent, he would sign off on Mr. Bodie’s
reconciliation vouchers and never required Mr. Bodie to provide more than the receipts. When
Mr. Bodie became the Superintendent, he submitted his reconciliation vouchers and receipts in
directly to Finance-Kiva Barry. His vouchers were always approved by Finance. Mr. Bodie
reported that he never received training with respect to the credit card policy or related policies
and has never received training about purchasing practices.

Ms. Saxl corroborated Mr. Bodie’s report that although he has been a cardholder since 1999, he
did not receive a policy until January, 2021. Ms. Sax] conducted an audit in February, 2020 of
the employee credit card expenditures. As part of her review, Ms. Sax] recommended training for
all cardholders; however, there was insufficient staff within Finance to conduct such training so
it was decided in consultation with the Director of Purchasing and the Interim CFO that an email
with the credit card policy and MOU with a return receipt acknowledgement should be issued to
all card holders, which Ms. Saxl did in January, 2021.

Ms. Sax] reported that she provided the 2020 credit card use audit report to the Interim CFO and
Director of Purchasing. Ms. Saxl also provided the information to the Board of Finance as
required under the Section 9.15 B (3) of the Town Charter. She did not provide the information
to the First Selectwoman, CAO or Chief of Staff as this was not the practice. Ms. Saxl indicated
that she did not review every single reconciliation voucher for each credit card holder but rather
conducted a sample review, which within the normal course of business for audits she conducts
for the Town.

VIII. Findings of Fact

. John Bodie was hired by the Town in 1985 as a Laborer II. After being promoted to Wastewater
Maintenance Repairman, he resigned effective 10/27/1989. He was rehired by the Town on May
4, 1992 as a Laborer II. Since that time, he has held the following positions:

o Maintenance Repairman III, January 24, 1994

o Wastewater Pollution Operator, April 15, 1999

Maintenance Manager, October 8, 2001

Assistant Superintendent, April 21, 2013

Acting Superintendent WPCF (until William Norton was rehired), December 16, 2017
Superintendent, October 24, 2021

® o @
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During his employment, Mr. Bodie has received exceptional and outstanding performance
reviews and there is no history of any disciplinary action.

Mr. Bodie was issued an Amex card in 1999 while holding the position of Wastewater Pollution
Operator. Prior to January 2021, Mr. Bodie had no notice of any policy or procedures associated
with credit card purchases.

An Employee Credit Card Expenditures Audit was conducted in February 2020 by the Senior
Internal Auditor. That information was shared with the Interim CFO and the Director of
Purchasing at the time. The auditor’s specific findings and recommendations were not directly
shared with the First Selectwoman, her Chief of Staff, or Chief Administrative Officer.

In January 2021 Mr. Bodie, along with other Town employees, signed the attached
Memorandum of Understanding for credit card holders.

On or about 2016, then Superintendent William Norton, having no notice of a policy, established
a practice of purchasing meals or food to boost employee morale and reward staff for performing
difficult, extremely unpleasant, and long jobs. A review of Mr. Norton’s credit card purchases
from 2018 to 2020 demonstrates that he was regularly using his credit card for meals and food in
this regard.

When Mr. Bodie assumed the role of Superintendent in October 2021 he continued the
established practice of purchasing meals and food for staff as a morale booster. A review of Mr.
Bodie’s credit card purchases demonstrated that he was purchasing meals and food in the same
manner as Mr. Norton. When Mr. Norton was Mr. Bodie’s supervisor, he would direct Mr. Bodie
to purchase food items or meals for staff,

. It was not until January 2023, at the direction of the administration, that the policy was updated
and distributed to Department Heads, along with proper training and a mandatory attestation and
sign-off to acknowledge receipt and understanding of the policy. It was at this point that Mr.
Bodie became aware of the requirements to provide detailed justification for purchases, as well
as for all Department Heads to submit reconciliation vouchers to the CFO for a second signature
on credit card purchases.

- There was no evidence that Mr. Bodie was purchasing items with the Town-issued card to
defraud the public. However, there were some charges totaling $845.14 that are considered
personal or made in error and not in line with policy that Mr. Bodie did not dispute. During his
interview with Human Resources on April 3, 2023, Mr. Bodie acknowledged that these expenses
were in violation of the Cardholder Memorandum of Understanding (MOU) that he signed in
January 2021, but at the time he made the purchases he was not intentionally attempting to
violate the MOU.

i f ' - i /I.,. -
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Cathleen Simpson, HR"Directc
April 5, 2023
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Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, May 25, 2023 3:52 PM

To: Mitola, John

Cc: Charlton, Lori; leclerc@optimum.net; LeClerc, Mary; Sax|, Concetta
Subject: RE: Status of Credit Card Investigation

Hi John,

| will send you some dates when | return. | am getting there with the investigation-just volumes of records and
receipts to review from 2018-2022. | can put together a recommendation report before | go even if the
investigation is not complete because | am very familiar with the process now and areas that may need shoring
up. | will put that together and try to get the investigation done before | leave.

From: jrmitola@aol.com <jrmitola@aol.com>

Sent: Wednesday, May 24, 2023 12:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Charlton, Lori <ltcharlton@optimum.net>; leclerc@optimum.net; LeClerc, Mary <leclerc@optonline.net>; Saxl,
Concetta <CSaxl@fairfieldct.org>

Subject: Re: Status of Credit Card Investigation

Thank you Cathy.

If you are going to be done with your global investigation report prior to you leaving than perhaps we can have a special
meeting before you leave. If that does not work, please give me some dates after your return and we will call a special
meeting to have you present. We can do that in mid to late June. And if your report is completed prior to your departure
please forward a copy to of it to us so we can start to review it.

If the report will not be done prior to your departure give me a date when you believe it will be completed and provide
some dates that you are available upon your return. | think it is important to move on this issue and appreciate your
assistance.

Have a safe trip and congratulations on our daughter's residency assignment.
Thank you.

John Mitola

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

To: Mitola, John <jrmitola@aol.com>

Cc: Chariton, Lori <[tcharlton@optimum.net>; leclerc@optimum.net <leclerc@optimum.net>; LeClerc, Mary
<leclerc@optonline.net>; Saxl, Concetta <CSaxl@fairfieldct.org>

Sent: Mon, May 22, 2023 4:44 pm

Subject: RE: Status of Credit Card Investigation

Hi John,

Unfortunately, { will be in LA on 6/6/23 helping my daughter move as she starts her residency at LA Children’s Hospital. |
am still working on completing the global investigation of credit card use by Town employees. lts quite the full time job to
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do this right. | hope to have a report for the BOF before | leave for LA. | also think it is important for the CFO and the
Purchasing Director to have input with respect to policy. | have been meeting with Jared and Adam as well. | will have
recommendations and more answers for the BOF. | know its been taking longer than anticipated. As you know better than
anyone, investigations of employee misconduct are extensive depending upon the issues and cannot always be rushed,
particutarly one of this high level of importance.

We will sort something out.

Thank you for reaching out. | appreciate the Board’s support and patience with this.

From: jrmitola@aol.com <jrmitola@aol.com>

Sent; Saturday, May 20, 2023 3:35 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Charlton, Lori <ltcharlton@optimum.net>; leclerc@optimum.net; LeClerc, Mary <leclerc@optonline.net>; Saxl,
Concetta <CSaxl@fairfieldct.org>

Subject: Re: Status of Credit Card Investigation

Hi Cathy:
Thanks for this email. { have been super busy at work just finishing a trial in court so sorry about the late response.

The BOF audit committee has a meeting on June 6 at 6PM right before the regular BOF meeting. Can you and Ms. Saxl
please attend and give our committee an update on the credit card issue? We understand that the underlying investigation
regarding Mr. Bodie is complete - what we are interested in discussing is the adequacy (or inadequacy) of the town's
credit card policy; what steps you maybe recommending regarding the policy and any other thoughts or concerns that you
may have as the HR director on this important issue. Connie- the committee would like your input too. Some issues to
consider-Does the town have sufficient resources to make sure that the current policy can be complied with? Do we need
a new updated policy? What checks and balances (if any) does the town need to implement in order for the current policy
(or any updated policy) to be sufficiently complied with etc.? | am copying Lori and Mary on this email so that they can
chime in.

| understand that you and/or Connie may not have all the answers yet and that is ok- we just think we need to get the
discussion going.

Please let us know if you can attend.
Thank you.

John Mitola
Chair Audit subcommittee BOF

From: Simpson, Cathleen <CSimpson@fairfieldct.org<mailto:CSimpson@fairfieldct.org>>

To: Charlton, Lori <ltcharlton@optimum.net<mailto:ltcharlton@optimum.net>>

Cc: DeWitt, Christopher <chrisdewitt103@gmail.com<mailto:chrisdewitt103@gmail.com>>; Mitola, John
<jrmitola@aol.com<mailto:jrmitola@aol.com>>; Courtemanche, Joanne
<JCourtemanche@fairfieldct.org<mailto:JCourtemanche@fairfieldct.org>>

Sent: Mon, Apr 24, 2023 5:32 pm

Subject: RE: Status of Credit Card investigation

Hi Lori,

Just returned from my honeymoon so sorry for the delayed response. | understand how frustrating it must be that it is
taking Human Resources longer than anticipated to complete its investigation of the use of Town issued credit cards as
well purchasing practices by Town employees. Please be assured the HR team has been working diligently on this
investigation, including weekends and evenings.

While | was away, the Team continued its work on this investigation. | can share with you that this investigation involves in
part a review of hundreds of records covering a four year period. We are committed to conducting a thorough and fair
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investigation, which again is taking more time than anticipated but it is important that we do this properly. Please be
assured we are very aware of how important it is for this investigation to come to a conclusion as soon as possible.

In addition to this broad administrative investigation, HR completed a separate administrative investigation regarding the
use of a Town issued credit card by John Bodie, Superintendent of the WPCF. This investigation was conducted
simultaneously with but separately from the broader one involving all cardholders. Attached is the finding of facts for your
information as well as the underlying administrative investigation report. The referenced exhibits involving Mr. Bodie can
be disclosed as well; however, there are hundreds of pages of exhibits so it would require a mutually convenient date and
time for members of the BOF to inspect the exhibits.

| hope this update is helpfut.
Best,

Cathieen

From: Lori Charlton <ltcharlton@optimum.net<mailto:ltcharlton@optimum.net>>

Sent: Friday, April 21, 2023 2:21 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org<mailto:CSimpson@fairfieldct.org>>

Cc: DeWitt, Christopher <chrisdewitt103@amail.com<mailto:chrisdewitt103@gmail.com>>; Mitola, John
<jrmitola@aol.com<mailto:jrmitola@aol.com>>

Subject: Status of Credit Card Investigation

Cathleen - can you provide an update on this please? We are closing in on 4 months. When will you be able to provide
an update to the BOF, and if the investigation is concluded, provide the documents that were previously requested?

Thank you,

Lori



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 28, 2023 5:43 PM

To: Mitola, John

Cc: Charlton, Lori; 'leclerc@optimum.net’; LeClerc, Mary; Kupchick, Brenda; Schmitt, Jared;
Tulin, Adam

Subject: RE: Status of Credit Card investigation and Audit Subcommittee meeting

Good Evening,

| spoke to Brenda and she wants to attend the subcommittee meeting. Jared and Adam are being asked to attend
as well. Accordingly, we will need to schedule a date when Brenda, Jared, Adam and myseif are available. The
week of July 10" does not work for Brenda. We will get back to you with some open dates for all to coordinate
with the subcommittee’s schedule.

Best,

Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 5:15 PM

To: Mitola, John <jrmitola@aol.com>

Cc: Charlton, Lori <Itcharlton@optimum.net>; 'leclerc@optimum.net’ <leclerc@optimum.net>; LeClerc, Mary
<leclerc@optonline.net>

Subject: RE: Status of Credit Card investigation and Audit Subcommittee meeting

Also, 6PM start works as well. Thanks for following up. | look forward to finally being able to provide the
information.

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 5:13 PM

To: Mitola, John <jrmitola@aol.com>

Cc: Charlton, Lori <ltcharlton@optimum.net>; leclerc@optimum.net; LeClerc, Mary <leclerc@optonline.net>
Subject: RE: Status of Credit Card investigation and Audit Subcommittee meeting

Yes. | mean to get back to you sooner! The week of July 10" works-except for 7/13. The following week is good
except for 7/18 and 7/20. If you need me to pick more dates let me know.

Thanks!

From: jrmitola@aol.com <jrmitola@aol.com>

Sent: Tuesday, June 27, 2023 4:32 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Charlton, Lori <ltcharlton@optimum.net>; leclerc@optimum.net; LeClerc, Mary <leclerc@optonline.net>
Subject: Status of Credit Card investigation and Audit Subcommittee meeting

Hi Cathy:



Hope all is well. | am following up on the below email exchanges. Can we pick some days the week of July 10 for you to
come to an Audit subcommittee meeting? | am available every day except July 11. On this email | am also copying Lori C
and Mary L to see their availability. All of you please give me some dates so we can get this meeting scheduled. Thinking
6PM start.

Thank you.

John Mitola

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

To: Mitola, John <jrmitola@aol.com>

Cc: Charlton, Lori <ltcharlton@optimum.net>; leclerc@optimum.net <leclerc@optimum.net>; LeClerc, Mary
<leclerc@optonline.net>; Saxl, Concetta <CSaxl@fairfieldct.org>

Sent: Thu, May 25, 2023 3:52 pm

Subject: RE: Status of Credit Card Investigation

Hi John,

I will send you some dates when [ return. | am getting there with the investigation-just volumes of records and receipts to
review from 2018-2022. | can put together a recommendation report before | go even if the investigation is not complete
because | am very familiar with the process now and areas that may need shoring up. | will put that together and try to get
the investigation done before | leave.

From: jrmitola@aol.com <jrmitola@aol.com>

Sent: Wednesday, May 24, 2023 12:49 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Charlton, Lori <ltcharlton@optimum.net>; leclerc@optimum.net; LeClerc, Mary <leclerc@optonline.net>; Sax|,
Concetta <CSax|@fairfieldct.org>

Subject: Re: Status of Credit Card Investigation

Thank you Cathy.

If you are going to be done with your global investigation report prior to you leaving than perhaps we can have a special
meeting before you leave. If that does not work, please give me some dates after your return and we will call a special
meeting to have you present. We can do that in mid to late June. And if your report is completed prior to your departure
please forward a copy to of it to us so we can start to review it.

If the report will not be done prior to your departure give me a date when you believe it will be completed and provide
some dates that you are available upon your return. | think it is important to move on this issue and appreciate your
assistance.

Have a safe trip and congratulations on our daughter's residency assignment.
Thank you.

John Mitola

From: Simpson, Cathleen <CSimpson@fairfieldct.org<mailto:CSimpson@fairfieldct.org>>

To: Mitola, John <jrmitola@aol.com<mailto:jrmitola@aol.com>>

Cc: Charlton, Lori <ltchariton@optimum.net<mailto:ltcharlton@optimum.net>>;
leclerc@optimum.net<mailto:leclerc@optimum.net> <leclerc@optimum.net<mailto:leclerc@optimum.net>>; LeClerc,
Mary <leclerc@optonline.net<mailto:leclerc@optonline.net>>: Saxl, Concetta
<CSaxl@fairfieldct.org<mailto:CSaxI@fairfieldct.org>>

Sent: Mon, May 22, 2023 4:44 pm

Subject: RE: Status of Credit Card Investigation




Hi John,

Unfortunately, | will be in LA on 6/6/23 helping my daughter move as she starts her residency at LA Children’s Hospital. |
am still working on completing the global investigation of credit card use by Town employees. Its quite the full time job to
do this right. | hope to have a report for the BOF before | leave for LA. | also think it is important for the CFO and the
Purchasing Director to have input with respect to policy. | have been meeting with Jared and Adam as well. | will have
recommendations and more answers for the BOF. | know its been taking longer than anticipated. As you know better than
anyone, investigations of employee misconduct are extensive depending upon the issues and cannot always be rushed,
particularly one of this high level of importance.

We will sort something out.

Thank you for reaching out. | appreciate the Board's support and patience with this.

From: jrmitola@aol.com<mailto:jrmitola@aol.com> <jrmitola@aol.com<mailto:jrmitola@aol.com>>
Sent: Saturday, May 20, 2023 3:35 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org<mailto:CSimpson@fairfieldct.org>>

Cc: Charlton, Lori <ltcharlton@optimum.net<mailto:ltcharlton@optimum.net>>;
leclerc@optimum.net<mailto:leclerc@optimum.net>; LeClerc, Mary
<leclerc@optonline.net<mailto:leclerc@optonline.net>>; Saxl, Concetta
<CSax|@fairfieldct.org<mailto:CSaxi@fairfieldct.org>>

Subject: Re: Status of Credit Card Investigation

Hi Cathy:
Thanks for this email. | have been super busy at work just finishing a trial in court so sorry about the late response.

The BOF audit committee has a meeting on June 6 at 6PM right before the regular BOF meeting. Can you and Ms. Saxl
please attend and give our committee an update on the credit card issue? We understand that the underlying investigation
regarding Mr. Bodie is complete - what we are interested in discussing is the adequacy (or inadequacy) of the town's
credit card policy, what steps you maybe recommending regarding the policy and any other thoughts or concerns that you
may have as the HR director on this important issue. Connie- the committee would like your input too. Some issues to
consider-Does the town have sufficient resources to make sure that the current policy can be complied with? Do we need
a new updated policy? What checks and balances (if any) does the town need to implement in order for the current policy
(or any updated policy) to be sufficiently complied with etc.? | am copying Lori and Mary on this email so that they can
chime in.

| understand that you and/or Connie may not have all the answers yet and that is ok- we just think we need to get the
discussion going.

Please let us know if you can attend.
Thank you.

John Mitola

Chair Audit subcommittee BOF

----- Original Message-----

From: Simpson, Cathleen
<CSimpson@fairfieldct.org<mailto:CSimpson@fairfieldct.org><mailto:CSimpson@fairfieldct.org>>

To: Charlton, Lori <ltcharlton@optimum.net<mailto:itcharlton@optimum.net><mailto:ltcharlton@optimum.net>>
Cc: DeWitt, Christopher
<chrisdewitt103@gmail.com<mailto:chrisdewitt103@gmail.com><mailto:chrisdewitt1 03@gmail.com>>; Mitola, John
<jrmitola@aol.com<mailto:jrmitola@aol.com><mailto:jrmitola@aol.com>>; Courtemanche, Joanne
<JCourtemanche@fairfieldct.org<mailto:JCourtemanche@fairfieldct.org><mailto:JCourtemanche@fairfieldct.org>>
Sent: Mon, Apr 24, 2023 5:32 pm

Subject: RE: Status of Credit Card Investigation

Hi Lori,




Just returned from my honeymoon so sorry for the delayed response. | understand how frustrating it must be that it is
taking Human Resources longer than anticipated to complete its investigation of the use of Town issued credit cards as
well purchasing practices by Town employees. Please be assured the HR team has been working diligently on this
investigation, including weekends and evenings.

While | was away, the Team continued its work on this investigation. | can share with you that this investigation involves in
part a review of hundreds of records covering a four year period. We are committed to conducting a thorough and fair
investigation, which again is taking more time than anticipated but it is important that we do this properly. Please be
assured we are very aware of how important it is for this investigation to come to a conclusion as soon as possible.

In addition to this broad administrative investigation, HR completed a separate administrative investigation regarding the
use of a Town issued credit card by John Bodie, Superintendent of the WPCF. This investigation was conducted
simultaneously with but separately from the broader one involving all cardholders. Attached is the finding of facts for your
information as well as the underlying administrative investigation report. The referenced exhibits involving Mr. Bodie can
be disclosed as well; however, there are hundreds of pages of exhibits so it would require a mutually convenient date and
time for members of the BOF to inspect the exhibits.

| hope this update is helpful.
Best,

Cathleen

----- Original Message-----

From: Lori Charlton <|tchar!ton@optimum.net<mailto:Itcharlton@optimum.net><mailto:|tcharlton@ogtimum.net>>

Sent: Friday, April 21, 2023 2:21 PM

To: Simpson, Cathleen <CSimpson@fairfieIdct.orc;<mailto:CSimpson@fairfieldct.org><mailto:CSémpson@fairfieldct.orq»
Cc: DeWitt, Christopher

<chrisdewitt103@gmail.com<mailto:chrisdewitt103@gmail.com><mailto:chrisdewitt1 03@gmail.com>>; Mitola, John
<jrmitola@aol.com<mailto:jrmitola@aol.com><mailto:jrmitola@aol.com>>

Subiject: Status of Credit Card Investigation

Cathleen - can you provide an update on this please? We are closing in on 4 months. When will you be able to provide
an update to the BOF, and if the investigation is concluded, provide the documents that were previously requested?

Thank you,

Lori



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 4:09 PM

To: Tuttle, William; Fitzgerald, Jude; Saxl, Concetta; Kaczegowicz, Daniel; Quiles, Raymond
Cc: Courtemanche, Joanne; Schmitt, Jared

Subject: HR Review Town Issued Credit Cards

Importance: High

Good Afternoon,

Human Resources is conducting an investigation concerning Town issued credit cards by Town employees. As
part of our review, we took samples of reconciliation records from 2018 to 2022. From those samples, we then
identified which ones may require further explanation. Accordingly, we are issuing questionnaires to those
cardholders who we would like to obtain additional information so that we can close the investigation as soon as
possible. As some of the cardholders under review are members of your respective unions, | wanted you to be
noticed in advance of issuing the questionnaires. You will be copied on any communication to your members
from HR about this matter and of course may assist the member in responding to the questionnaires.

Because some of the reconciliation reports do not either identify the reason for the purchase or explain the
business purpose for the purchase, it necessitates further review. With our partners in Finance, we have since
required more detailed reconciliation reports to identify and explain the business reason to avoid speculation
about the nature of the purchase.

HR is putting deadline for return of the information by June 19, 2023 close of business but if an employee needs
additional time, we of course can accommodate any such requests.

Please feel free to contact me with any questions or if you wish to discuss.
Sincerely,

Cathleen

Ghion of Frisfeld

Plullivan Sndgpondonce Hill
725 Ol Gois Road
Fiirfteld, CTOV6E24
(475) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, June 15, 2023 11:27 AM

To: Kalamaras, Robert; Dunn, Kyran; Broderick, Keith; Marsilio, John; Calabrese, Anthony;
McCarthy, Denis

Cc: Tuttle, William; Fitzgerald, Jude; Saxl, Concetta; Kaczegowicz, Daniel

Subject: HR Review

Good Morning,

| have sent or will be sending questionnaires to some Town credit card holders within your departments. | have
and will continue to copy the Department Head or Assistant/Deputy as well as the Union leadership for these
questionnaires. | would also recommend for the Department Head to respond on behalf of the employee if you
know the purpose for certain purchases.

There is no presumption of wrong doing or violation of policy. The intent is to make it clear to any third party
reviewing the audit the purpose of a purchase. Some of the records go back to 2018 so if someone cannot recall,
s/he can simply state so.

If you have any questions, please do not hesitate to contact me.

G of Frfleld

Plallivan Sndgpondence Ll
725 Ol Goie Poad
Do, CIT V6824
(#75) 350-6002




Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, June 15, 2023 2:52 PM

To: Quiles, Raymond

Cc: ‘Craig Manemeit'; Courtemanche, Joanne
Subject: RE: HR Review Town Issued Credit Cards

Sure thing. Do you want Garrity warnings for each? | also understand if employees cannot recall as some of this
was some time ago. It does not have to be detailed-something like "training” or “promotion event” or
“equipment/supplies” is sufficient. | am also available for a conference call to discuss the scope etc.

From: Quiles, Raymond <RQuiles@fairfieldct.org>
Sent: Thursday, June 15, 2023 12:05 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: RE: HR Review Town Issued Credit Cards

Cathleen,

Our members will need more time than the June 19" deadline allows to complete your requests. | am working with our
members and our attorney to process your requests as quickly as possible, but the 19 is unfortunately too short
notice. Attorney Craig Manemeit will also be reaching out to you at some point regarding this matter.

Thank you,
Ray

Raymond Quiles

President

C.0.P.S Local 550

100 Reef Road Fairfield CT 06824
(203)254-4674

(203)260-8755

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Thursday, June 15, 2023 10:32 AM

To: Tuttle, William <WTuttle @fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Saxl, Concetta
<CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>; McCarthy,
Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester
<ericchester@fdclawoffice.com>

Subject: RE: HR Review Town Issued Credit Cards

Good Morning,



Of course anyone who needs an extension can have one. | put a deadline on the return of the information for
Monday, thinking that it would not take much time. | have already received responses this am from those | sent
last night. | plan on sending the rest o the questionnaires this am.

I have included Department Heads who may have signed on the reconciliation forms so they may be able to
respond as to the business reason. HR has learned that the credit card policy and agreement signed by
cardholders was not consistently followed with respect to providing sufficient information to easily identify the
business purpose. Since January, 2023, HR, Finance and Purchasing have worked together to issue notice and
revise the reporting requirements.

This investigation is a result of a complaint by a resident who in part is questioning credit card usage by Town
employees. Under the code of conduct policy attached, such allegations must be investigated by HR. As
indicated, | sent some of the questionnaires last evening and will finish sending the rest this morning. Once you
see them, it may not take much time to respond. Again, the Department Head who signed the reconciliation may
be able to help if s/he were there at the time or may know what the purchase is as a normal course of business.
The Department Head will be copied on the questionnaire for that reason.

[ very much appreciate your concerns and thank you for making me aware of them. This is not meant to cause
undue stress. { understand that email can be misconstrued and | take responsibility for that.

Please call me if you have any questions or wish to discuss.
Best,

Cathleen

From: Tuttle, William <WTuttle @fairfieldct.org>

Sent: Thursday, June 15, 2023 8:06 AM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald @fairfieldct.org>; Saxl, Concetta
<CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmiti@fairfieldct.org>; McCarthy,
Denis <DMcCarthy @fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester
<ericchester@fdclawoffice.com>

Subject: RE: HR Review Town Issued Credit Cards

Good morning,
Any member of Local 1426 who receives a questionnaire will need an extension. We will have all questions and answers
reviewed by our attorney and this notice is an insufficient amount of time considering our shift work and vacations.

Thanks in advance,
Bill Tuttle
President IAFF 1426

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 4:09 PM

To: Tuttle, William <WTuttle@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald @fairfieldct.org>; Saxi, Concetta
<CSax|@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>




Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>
Subject: HR Review Town Issued Credit Cards
Importance: High

Good Afternoon,

Human Resources is conducting an investigation concerning Town issued credit cards by Town employees. As
part of our review, we took samples of reconciliation records from 2018 to 2022. From those samples, we then
identified which ones may require further explanation. Accordingly, we are issuing questionnaires to those
cardholders who we would like to obtain additional information so that we can close the investigation as soon as
possible. As some of the cardholders under review are members of your respective unions, | wanted you to be
noticed in advance of issuing the questionnaires. You will be copied on any communication to your members
from HR about this matter and of course may assist the member in responding to the questionnaires.

Because some of the reconciliation reports do not either identify the reason for the purchase or explain the
business purpose for the purchase, it necessitates further review. With our partners in Finance, we have since
required more detailed reconciliation reports to identify and explain the business reason to avoid speculation
about the nature of the purchase.

HR is putting deadline for return of the information by June 19, 2023 close of business but if an employee needs
additional time, we of course can accommodate any such requests.

Please feel free to contact me with any questions or if you wish to discuss.
Sincerely,

Cathleen

Cuthteon I5, Hlompion
Girion of Finfeled

Pludlivan Fndgpondonce Sl
725 Ot Oose Road
Fraigfeld, CT V6824
(475) 850-6002



Simpson, Cathleen

From: Quiles, Raymond

Sent: Thursday, June 15, 2023 3:47 PM

To: Simpson, Cathleen

Subject: Re: HR Review Town Issued Credit Cards

Yes, garrity warnings for each employee making a submission would be appreciated. Thank you

Ray Quiles #5531
Fairfield Police Department
RQuiles@Fairfieldct.org

W: 203-254-4808
C: 203-260-8755

OnJun 15, 2023, at 14:52, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Sure thing. Do you want Garrity warnings for each? | also understand if employees cannot recall as
some of this was some time ago. It does not have to be detailed-something like “training” or
“promotion event” or “equipment/supplies” is sufficient. | am also available for a conference call to
discuss the scope etc.

From: Quiles, Raymond <RQuiles@fairfieldct.org>
Sent: Thursday, June 15, 2023 12:05 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: RE: HR Review Town Issued Credit Cards

Cathleen,

Our members will need more time than the June 19" deadline allows to complete your requests. | am
working with our members and our attorney to process your requests as quickly as possible, but the 19t
is unfortunately too short notice. Attorney Craig Manemeit will also be reaching out to you at some
point regarding this matter.

Thank you,
Ray

Raymond Quiles

President

C.0.P.S Local 550

100 Reef Road Fairfield CT 06824
(203)254-4674

{(203)260-8755



From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Thursday, June 15, 2023 10:32 AM

To: Tuttle, William <WTuttle @fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Saxl,
Concetta <CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles,
Raymond <RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>; Schmitt, Jared <ISchmitt@fairfieldct.org>;
McCarthy, Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester
<ericchester@fdclawoffice.com>

Subject: RE: HR Review Town Issued Credit Cards

Good Morning,

Of course anyone who needs an extension can have one. | put a deadline on the return of the
information for Monday, thinking that it would not take much time. | have already received
responses this am from those | sent last night. | plan on sending the rest o the questionnaires this
am.

| have included Department Heads who may have signed on the reconciliation forms so they may
be able to respond as to the business reason. HR has learned that the credit card policy and
agreement signed by cardholders was not consistently followed with respect to providing sufficient
information to easily identify the business purpose. Since January, 2023, HR, Finance and
Purchasing have worked together to issue notice and revise the reporting requirements.

This investigation is a result of a complaint by a resident who in part is questioning credit card
usage by Town employees. Under the code of conduct policy attached, such allegations must be
investigated by HR. As indicated, | sent some of the questionnaires last evening and will finish
sending the rest this morning. Once you see them, it may not take much time to respond. Again,
the Department Head who signed the reconciliation may be able to help if s/he were there at the
time or may know what the purchase is as a normal course of business. The Department Head will
be copied on the questionnaire for that reason.

| very much appreciate your concerns and thank you for making me aware of them. This is not
meant to cause undue stress. | understand that email can be misconstrued and | take responsibility
for that.

Please call me if you have any questions or wish to discuss.
Best,

Cathleen

From: Tuttle, William <WTuttle @fairfieldct.org>

Sent: Thursday, June 15, 2023 8:06 AM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Saxl,
Concetta <CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles,
Raymond <RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>;
McCarthy, Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester




<ericchester@fdclawoffice.com>
Subject: RE: HR Review Town Issued Credit Cards

Good morning,

Any member of Local 1426 who receives a questionnaire will need an extension. We will have all
questions and answers reviewed by our attorney and this notice is an insufficient amount of time
considering our shift work and vacations.

Thanks in advance,
Bill Tuttle
President IAFF 1426

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 4:09 PM

To: Tuttle, William <WTuttle@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Saxl,
Concetta <CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles,
Raymond <RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>
Subject: HR Review Town Issued Credit Cards

Importance: High

Good Afternoon,

Human Resources is conducting an investigation concerning Town issued credit cards by Town
employees. As part of our review, we took samples of reconciliation records from 2018 to 2022.
From those samples, we then identified which ones may require further explanation. Accordingly,
we are issuing questionnaires to those cardholders who we would like to obtain additional
information so that we can close the investigation as soon as possible. As some of the cardholders
under review are members of your respective unions, | wanted you to be noticed in advance of
issuing the questionnaires. You will be copied on any communication to your members from HR
about this matter and of course may assist the member in responding to the questionnaires.

Because some of the reconciliation reports do not either identify the reason for the purchase or
explain the business purpose for the purchase, it necessitates further review. With our partners in
Finance, we have since required more detailed reconciliation reports to identify and explain the

business reason to avoid speculation about the nature of the purchase.

HR is putting deadline for return of the information by June 19, 2023 close of business but if an
employee needs additional time, we of course can accommodate any such requests.

Please feel free to contact me with any questions or if you wish to discuss.
Sincerely,

Cathleen

Clathteon K hmpion



Ghrwn of Fraivelid

Flalliwan. ._ﬁm%m&w 74
725 Ot Gt Dload
Fairfteld, CT V6524
(475) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, June 15, 2023 4:33 PM

To: Tuttle, William; Fitzgerald, Jude; Saxl, Concetta; Kaczegowicz, Daniel; Quiles, Raymond
Cc: Courtemanche, Joanne; Schmitt, Jared; McCarthy, Denis; Dunn, Kyran; Eric Chester
Subject: RE: HR Review Town Issued Credit Cards

Hi Bill,

I have a history of that policy and MOU for cardholders which | can share with you. The MOU is akin to a
acknowledgement of receipt of a policy. | will send that to you but | don't believe the recent notices issued in 2021
and 2023 were copied to union leadership.

If you have the time, could you give me a call to discuss at (203) 526-3332.
Thanks very much

Cathleen

From: Tuttle, William <WTuttle@fairfieldct.org>

Sent: Thursday, June 15, 2023 4:24 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Saxl|, Concetta
<CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>; McCarthy,
Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester
<ericchester@fdclawoffice.com>

Subject: RE: HR Review Town Issued Credit Cards

Good afternoon,

These MOUs signed by card holders do you know if these were ever given to the union as we are the sole bargainer for
the members of the Local? | know this is the first | have seen them and I have been the President during the time in
question but maybe they were signed before then and agreed upon?

Thanks | look forward to your reply,
Bill

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Thursday, June 15, 2023 10:53 AM

To: Tuttle, William <WTuttle@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Saxl, Concetta
<CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>; McCarthy,
Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester

1



<ericchester@fdclawoffice.com>
Subject: RE: HR Review Town Issued Credit Cards

Here is the policy as referenced below. Please be assured there is no presumption of wrong doing or violation of
the policy by HR. Please understand that we are required to investigate the allegations. Because not all of the
submissions clearly identify the reason for the purchase, we need the clarification to demonstrate the purchases
related to Town business. Again we have since rectified the reporting requirement to ensure that the business
purpose is part of the reconciliation submission. Also, we are aware that the reconciliation reports from 2018-2022

were approved and accepted.

Again, any questions or if you wish to discuss, please do not hesitate to contact me.

From: Simpson, Cathleen

Sent: Thursday, June 15, 2023 10:32 AM

To: Tuttle, William <WTuttle@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Sax|, Concetta
<CSaxl@falrfieldct.org>; Kaczegowice, Danie! <DKaczegowics@laifieldcl.org>, Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, lared <JSchmitt@fairfieldct.org>; McCarthy,
Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester
<ericchester@fdclawoffice.com>

Subject: RE: HR Review Town Issued Credit Cards

Good Morning,

Of course anyone who needs an extension can have one. | put a deadline on the return of the information for
Monday, thinking that it would not take much time. | have already received responses this am from those | sent
last night. | plan on sending the rest o the questionnaires this am.

| have included Department Heads who may have signed on the reconciliation forms so they may be able to
respond as to the business reason. HR has learned that the credit card policy and agreement signed by
cardholders was not consistently followed with respect to providing sufficient information to easily identify the
business purpose. Since January, 2023, HR, Finance and Purchasing have worked together to issue notice and
revise the reporting requirements.

This investigation is a result of a complaint by a resident who in part is questioning credit card usage by Town
employees. Under the code of conduct policy attached, such allegations must be investigated by HR. As
indicated, | sent some of the questionnaires last evening and will finish sending the rest this morning. Once you
see them, it may not take much time to respond. Again, the Department Head who signed the reconciliation may
be able to help if s/he were there at the time or may know what the purchase is as a normal course of business.
The Department Head will be copied on the questionnaire for that reason.

| very much appreciate your concerns and thank you for making me aware of them. This is not meant to cause
undue stress. | understand that email can be misconstrued and | take responsibility for that.

Please call me if you have any questions or wish to discuss.
Best,

Cathleen



From: Tuttle, William <WTuttle@fairfieldct.org>

Sent: Thursday, June 15, 2023 8:06 AM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>; Fitzgerald, Jude <JFitzgerald@fairfieldct.org>; Sax|, Concetta
<CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>; McCarthy,
Denis <DMcCarthy@fairfieldct.org>; Dunn, Kyran <KDunn@fairfieldct.org>; Eric Chester
<ericchester@fdclawoffice.com>

Subject: RE: HR Review Town Issued Credit Cards

Good morning,
Any member of Local 1426 who receives a questionnaire will need an extension. We will have all questions and answers
reviewed by our attorney and this notice is an insufficient amount of time considering our shift work and vacations.

Thanks in advance,
Bill Tuttle
President IAFF 1426

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 4:09 PM

To: Tuttle, William <WTuttle @fairfieldct.org>; Fitzgerald, Jude <JFitzgerald @fairfieldct.org>; Sax|, Concetta
<CSaxl@fairfieldct.org>; Kaczegowicz, Daniel <DKaczegowicz@fairfieldct.org>; Quiles, Raymond
<RQuiles@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared <JSchmitt@fairfieldct.org>
Subject: HR Review Town Issued Credit Cards

Importance: High

Good Afternoon,

Human Resources is conducting an investigation concerning Town issued credit cards by Town employees. As
part of our review, we took samples of reconciliation records from 2018 to 2022. From those samples, we then
identified which ones may require further explanation. Accordingly, we are issuing questionnaires to those
cardholders who we would like to obtain additional information so that we can close the investigation as soon as
possible. As some of the cardholders under review are members of your respective unions, | wanted you to be
noticed in advance of issuing the questionnaires. You will be copied on any communication to your members
from HR about this matter and of course may assist the member in responding to the questionnaires.

Because some of the reconciliation reports do not either identify the reason for the purchase or explain the
business purpose for the purchase, it necessitates further review. With our partners in Finance, we have since
required more detailed reconciliation reports to identify and explain the business reason to avoid speculation

about the nature of the purchase.

HR'is putting deadline for return of the information by June 19, 2023 close of business but if an employee needs
additional time, we of course can accommodate any such requests.

Please feel free to contact me with any questions or if you wish to discuss.

Sincerely,



Cathleen

Gathitoon H %M
Haman DRetoarses Cllixoctor
725 Ot G Gload
Faisfold. CT 06824
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Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 20, 2023 1:51 PM
To: Quiles, Raymond; Craig Manemeit
Cc: Kalamaras, Robert; Broderick, Keith
Subject: Follow up

Thank-you Ray for taking the time to discuss the credit card investigation scope with me today. As discussed, in no
way does HR expect employees to recall purchases that may have been made several years ago or all of the ones
that may be listed. | understand completely that some make purchases regularly, daily for many items such as light
bulbs, ice, hardware, etc upon directives from a commanding officer. These items are for business reasons and are
made regularly. Accordingly, it is acceptable for members to respond with general statements such as “items listed
were made for business reasons in the normal course of business and/or at the direction and approval of the
commanding officer”.

I understand from our conversation that none of these purchases were made for personal reasons and were for
legitimate business reasons. | further acknowledge from our conversation the business necessity to allow credit
card purchases to meet the critical operational needs of a 24/7 public safety operation.

| hope this helps to further clarify the scope of this inquiry. Again my apologies for the manner in how |
approached it initially and hope this eases understandable concern for your members. | appreciate your assistance
with this and your excellent leadership as Union President for your members.

Best,
Cathleen

% ‘% gmy&mn
Gl of Fraiglold
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Simpson, Cathleen

From: Simpson, Cathleen

Sent: Tuesday, June 27, 2023 9:54 AM

To: Hurley, William

Cc: Ritchey, Peter; Courtemanche, Joanne; Schmitt, Jared; Saxl, Concetta
Subject: RE: HR Review John Chizmadia

Attachments: Code of Conduct Policy.pdf

Hi Bill,

Because of the Code of Conduct policy (attached), HR must investigate allegations of misuse. The complainant in
this case after a review of credit card statements resulting from a FOA request, pointed to this employee’s
purchase of over the counter cold and allergy medications, cough drops, etc. It was clearly was not an intent to
defraud the public but it does violate the Senior Internal Auditor's policy. Now that it has come to light, we need
to ensure the policies and protocols are strictly adhered to.

Over the counter medication for personal use to avoid sickness or be able to function at a job is not prohibited.
It's something however that should not be subsidized by the Town for the reasons cited below. Please let this
employee know that this is not to single him out or fail to appreciate his work ethic. We are going to reiterate the
policy at the next Department Head meeting, including training from Finance, Purchasing and HR as apparently
not all Department Heads and/or credit card holders were given sufficient notice and/or training. We also plan on
having separate training sessions for employees who are credit card holders.

Thanks for the explanation and understanding.
Best,

Cathleen

From: Hurley, William <WHurley@fairfieldct.org>

Sent: Sunday, June 25, 2023 9:50 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Ritchey, Peter <PRitchey@fairfieldct.org>; Courtemanche, Joanne <JCourtemanche @fairfieldct.org>; Schmitt, Jared
<JSchmitt@fairfieldct.org>

Subject: Re: HR Review John Chizmadia

Understood. A few of us used zicam and found it effective if used immediately. Since we have only one other person

with credit card John C | will notify him of the rules and concerns. Thanks, we were just trying to reduce sick time since
we have been real busy for a few years. Thanks again. Bill

On Jun 21, 2023, at 1:09 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Sorry Bill. 1 forgot to add one other issue is the concern that if we are allowing this employee to
buy allergy, cold, cough OTC medication for himself then other employees may request the same



entitlement creating a greater risk of liability as described below as it would involve more
employees and it would become cost prohibitive.

Again, | know the intent was well meaning so this is not to criticize but to explain why it could be a
problem going forward.

Best,

Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 21, 2023 12:50 PM

To: Hurley, William <WHurley@fairfieldct.org>

Cc: Ritchey, Peter <PRitchey@fairfieldct.org>; Courtemanche, Joanne <JCourtemanche @fairfieldct.org>;
Schmitt, Jared <JSchmitt@fairfieldct.org>

Subject: RE: HR Review John Chizmadia

Hi Bill,

Thank you for your prompt response! I appreciate you doing so and sorry to interrupt your
vacation. I am hoping you are taking time to relax.

I completely understand the good intention, but there are issues with the OTC medication in
terms of the Credit Card Holder policy and risk management.

Credit Card Holder Policy

WB Mason sells sun screen (including sunscreen towelettes) as well as first aid supplies
including alcohol cleansing pads and OSHA compliant first aid kits so these items should not be
purchased using a town issued credit card (see links below) for several reasons including
avoiding CT sales tax and the use of the credit card is not intended to replace effective
procurement practices. Notably, the Credit Card Holder Policy prohibits use for purchases that
are personal in nature, including pharmaceuticals. I note there are purchases in addition to
allergy/cold medication for cough medicine, cough drops and for a child’s Zicam. The Town’s
first aid kit located at Sullivan Hall includes low dose aspirin and Tylenol but not Zicam or other
allergy/cold remedies. Over the counter (OTC) medications are not required by OSHA.

Risk Management

We only are required to provide items in first aid kits required by OSHA. Occupational Health
and Safety Administration regulations don’t prohibit OTC medications, and while American
National Standard Institute minimum requirements for workplace first-aid kits and supplies don’t
include OTC medications, analgesics are included in a list of optional items. Despite this, the
Town must think twice before supplying OTC medications. Good intentions may unintentionally
expose the Town to potential liability.

Regardless of the fact that OTC medication is readily available on the retail market, it’s still
powerful medication and can have unintended side effects. Because everyone’s physiology is
different, some may be allergic to certain OTC medications, some may suffer a degree of
lethargy despite the absence of ingredients that commonly cause drowsiness and some may get

2



sicker after taking OTC medications than they were before. It’s possible that supplying OTC
medications can lead to workplace accidents or make it unwise for an employee to drive home
the end of the day.

Because this employee purchases Zicam on a regular basis with the Town issued credit card. I
looked up the potential side effects. Zicam sinus relief has the following side effects:

1. severe burning or stinging in the nose after using the nasal spray;
2. chest pain, fast or uneven heart rate; or
3. severe headache, buzzing in the ears, anxiety, confusion, or feeling short of breath.

Signs of a Zicam Cold Remedy allergy include:

Hives

Shortness of breath

Swelling of the throat, lips, or face
Wheezing

Runny nose

Itchy, watery eyes
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Anaphylaxis is a rare but life-threatening allergic reaction. Signs of anaphylaxis include:

Closing of the airways and throat
Nausea

Abdominal pain

Vomiting

Diarrhea

Dizziness or lightheadedness
Weak or rapid heart rate

Low blood pressure

. Seizures

10. Passing out
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It’s also important to consider potential legal liability. First, supplying any type of OTC
medication may seem to an employee as if you’re expecting the employee to take medication to
keep the employee working or to prevent the employee from leaving work because the employee
is in pain or feeling ill. It’s possible this could at some point become the basis of a liability.
Another thing to consider is the Town could face potential legal actions if an employee gets
sicker or has a reaction after taking OTC medication supplied by your Department.

Going Forward

I would recommend issuing notice to your credit card holders that purchasing first aid items and
sun-screen are not permitted under the Card Holder Policy. Such purchases should be made
through WB Mason or they can take what they need from the Town first aid kit located in
Sullivan Hall. Purchases of OTC pharmaceuticals other than what it provided by the Town’s first
aid kit are not authorized as they are considered personal in nature. Staff should also be advised
that no one should be taking any substance, including OTC medication, that makes them unfit for
duty, such as causing drowsiness.



[ hope this explanation helps and thank you again for your prompt response, particularly as being
away from the office.

From: Hurley, William <WHurley@fairfieldct.org>
Sent: Wednesday, June 21, 2023 8:50 AM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: Re: HR Review John Chizmadia

Although on the surface these could be considered marginal or for personal use they are not. Many
items are related to field work, alcohol squares are for tick bites, suntan lotion, poisonous ivy lotion
etc. some pharmaceuticals are for entire office that aren’t covered by Town wide first aid kit. snow
shovel was approved by me, as crew shoveled out 4 Town cars . In almost all cases john notified me
before or immediately after such purchases. Thanks Bill

OnJun 20, 2023, at 1:39 PM, Simpson, Cathleen <CSimpson@fairfieldct.org> wrote:

Hi Bill,

On or about January, 2023, a resident came forward alleging misconduct with credit
card purchases by Town employees based on records she received through

FOIA. This complainant has also alleged misconduct with payroll and purchasing
practices and procedures. Pursuant to the Code of Conduct policy, Human
Resources is responsible for investigating such allegations. Due to the broad scope
of this investigation, it has taken more time than we would have liked. We reviewed
records from 2018-2022 as part of a parallel administrative investigation to this

one. Please understand this required a review of hundreds of records. In order to
narrow the investigation, we decided to pull records for each year to show end
of/beginning of year purchases as well as the end or beginning of each fiscal year in
question.

Because not all credit users identified the specific business reason for the purchase
due to lack of training and/or sufficient notice, we are seeking that information
from those prior submissions that may be unclear. We recognize that the Finance
Department approved these purchases. Accordingly, there is no presumption that
of misconduct; however, we are seeking more detail from Town credit card holders
for our report and to ensure proper purchases were made.

As an example an outside party may understandably question why a Town
employee assigned to the Health Department charged a hotel room with the Town
card, not having the legitimate reason identified-eviction due to a public health
emergency-on the reconciliation report. Purchases for food, equipment and related
items have been questioned by the complainant as there may not be a clearly
identified business reason. As the one who prepares the reconciliation reports for
this department, could you kindly identify the business purpose for the items listed
below. | have attached back up as well to assist you with this request. if these
purchases were personal, then we will follow up with this employee and his union
representative.



12/14/20 ZCM Cold remedy $12.79 CVS

6/17/21 Walgreens $14.99 cold remedy $14.99

12/14/20 $40.78 Staples

12/21/20 combination snow shovel Home Depot $12.98

7/11/22 BJ’s receipt $32.96-nothing is itemized

6/28/22Walgreens: Alcohol squares, Tylenol, Ricola, FSA, Coppertone
$31.41
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You are not required to provide detailed responses. For instance responses such as
"meeting”, “training”, “office supplies”, “subscription related to Town business”
suffice.

This employee seems to have a pattern of charging pharmaceutical items such as
allergy/cold medication, cough drops and Coppertone.

Please do not hesitate if you have any questions or need further clarification. Thank
you for your assistance with this matter. | note you are out of the office until 6/23
so we can follow up upon your return.

Cathtoon Gféwybfo»
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<back up Engineering.pdf>



TOWN OF FAIRFIELD
STANDARDS OF CONDUCT
MUNICIPAL FRAUD POLICIES AND PROCEDURES

Public service is a public trust, and the proper operation of the Town of
Fairfield requires. that all Town officials and employees, whether elected or
appointed, paid or unpaid, be impartial and responsible to the public. Public
office and employment must not be used for unfair personal or financial
advantage. The public needs and deserves to have confidence in the integrity
of the municipal government of our Town.

Officers and employees of the Town of Fairfield must refrain from personal,
business, and financial activities that adversely affect the individual’s fidelity
and impartiality, having regards for the nature and scope of their official
responsibilities

STANDARDS OF CONDUCT

The Town of Fairfield official STANDARDS OF CONDUCT is described in detail
in the TOWN CHARTER -ARTICLE XI, sections 11.1 thru 11.5 (copy attached).

MUNICIPAL FRAUD POLICIES AND PROCEDURES

The Town of Fairfield is committed to protecting its assets against the risk of
loss or misuse. Accordingly, it is the policy of the Town of Fairfield to identify
and promptly investigate any possibility of fraudulent or related dishonest
activities against the Town and, when appropriate, pursue legal remedies
available under the law.

This Municipal Fraud Policy was created to:

* Establish policies and procedures for clarifying acts that are considered
to be fraudulent, describing steps to be taken when fraud or other
related dishonest activities are suspected.

* Providing procedures to follow in accounting for missing funds,
restitution and recoveries.

* To strengthen the public’s confidence in the integrity of Town employees
by establishing a formal process [or reporting, investigating, and
resolving cases of fraud and abuse.

* To raise awareness of Town officials/employees to the integrity-related
issues by initiating integrity-related programs and policies throughout
Town Deépartment’s,
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» To provide guidance and assistance to Town Department Heads
concerning recommendations for specific integrity related issues that
emphasize prevention, detection and correction of fraud, corruption and
abuse within their departments.

Definition of terms:

FRAUD is understood to mean a dishonest and deliberate course of action
which results in the obtaining of money, property ar an advantage to which the
recipient would not normally be entitled to. This may include:

e Theft, misuse, or diversion of money, equipment and/or matcrials

o Claim for reimbursement of expenses that are nat job-related or
authorized by the current bargaining agreement.

o Forgery or unauthorized alterations of documents {checks,
purchase orders/requisitions, time sheets, independent contractor
agreements, budgets, etc.

o Misappropriation of Town assets (funds, securities, supplies,
furniture, equipment, etc.).

o Improprieties in the handling or reporting of money transactions.

© Authorizing or receiving payments for goods not received or
services not performed.

o Computer related activities involving unauthorized alteration,
destruction, forgery, or manipulation of data or misappropriation
of Town-owned software,

* Worker’s Compensation Fraud

* Misrepresentation of information on documents

* Intentional failure to report damage

¢ Intentional failure to provide praduct or services that are part of your job

* Intentional misrepresentation of the Towns or governmental policies

* Payroll falsification (theft of time)

* Any apparent violation of Federal, State, or Local laws related to
dishonest activities or fraud

ABUSE entails the exploitation of “loopholes: to the limits of the law, primarily
for personal advantage.

EMPLOYEE- in this context, employee refers to any individual or group of
individuals who receive compensation, either full or part time, from the Town of
Fairfield. The term also includes any volunteer who provides services to the
Town through an arrangement with the Town or a Town organization.

MANAGEMENT- In this context, management refers to any administrator,
manager, direct, supervisor, or other individual who manages or supervises
funds or other resources, including human resources,



POLICE CHIEF AND DIRECTOR OF HUMAN RESOURCES - in this context,
Police Chief and Director of Human Resources refers to the persons who shall
investigate crediblc claims of fraud.

EXTERNAL AUDITOR - in this context, External Auditor refers to independent
audit professionals who perform annual audits of the Town’s financial
statements.

GENERAL POLICY

A,

i

It is the Towns intent to fully investigate any suspected acts of fraud,
misappropriation, or other similar irregularity. An abjective and
impartial investigation will be conducted regardless of the position, title,
and length of service or relationship with the Town of any party who
might be or become involved in or becomes the subject of such
investigation.

Each department of the Town is responsible for instituting and
maintaining a system of internal controls to provide reasonable
assurance for the prevention and detection of fraud, misappropriations,
and other irregularilies, Management should be familiar with the types
of improprieties that might occur within their area of responsibility and
be alert for any indications of such conduct.

- The Director of Human Resources, in conjunction with the Town

Attorney, the First Selectman, the Chief of Police and, if needed, the
Chief Fiscal Officer, have the. primary responsibility for the investigation
of all activity as defined in this policy.

Throughout the investigation, the Director of Human Resources will
inform the Town Chief Fiscal Officer of pertinent investigative findings in
relation to financial fraud or misconduct

- Employees will be granted whistle-blower protection when acting in

accordance with this policy, When informed of a suspected impropriety,
neither the Town nor any person acting on behalf of the Town shall;
a. Dismiss or threaten to dismiss the employee
b. Discipline, suspend, or threaten to discipline or suspend the
employee
¢. Impose any penalty upon the employee
d. Intimidate or coerce the employee

Violations of the whistle-blower protection will result in discipline up to and
including dismissal.

F.

G,

Upon conclusion of the investigation, the results will be reported to the
First Selectman and the Board of Selectmen,
The Director of Human Resources, following review of investigation
results, shall take the appropriate action regarding employee
miscanduct. Disciplinary action can include termination, and referral of
the case to the State’s Attorney for possible prosecution.

- The Town will pursue cvery reasonable effort, including court ordered

restitution, to obtain recovery of Town losses from the offender, or other
appropriate sources.



PROCEDURES

A. First Selectmen Responsibilities

If the First Selectman has reason to suspect a fraud has occurred,
he/she shall immediately contact the Town Attorney, Chief of
Police, Director of Human Resources or the Town Chief Fiscal
Officer.

The alleged fraud or audit investigation shall not be discussed with
the media by any person other than the First Selectman, Police
Chief or his designee, the Town Attorney or Director of Human
Resources.

B. Management Responsibilities

Management is responsible for being alert to, and reporting
fraudulent or related dishonest activities in the area of
responsibility,
Each manager should be familiar with the types of improprieties
that might occur in his/her area and be alert for any indication
that improper activity, misappropriation, or dishonest activity is or
was in existence in his/her area.
When an improper activity is detected or suspected, management
should determine whether an error or mistake has occurred or if
there may be dishonest or fraudulent activity.
If management determines a suspected activity many involve fraud
or related dishonest activity, they should contact their immediate
supervisor {or contact the Town Attorney, First Selectman or
Director of human Resources if supervisor is involved),
Department Heads should inform the First Selectman immediately
upon learning of a credible allegation of fraud {or contact the Town
Attorney, Chief of Police or Director of Human Resources if the
First Selectman is implicated).
Management should not attempt to conduct individual
investigations, interviews, or interrogations. However,
management is responsible for taking apprapriate corrective
actions to ensure adequate controls exist to prevent reoccurrence
of improper actions.
Management should support the Town’s responsibilities and
cooperate fully with the Director of Human Resources, other
involved departments, and law enforcement agencies in the
detection, reporting, and investigation of criminal acts, including
the prosecution of offenders.
Management must give full and unrestricted access to all
necessary records and personnel. All Town furniture and contents,
including desks and computer, are open to inspection at any time.
There is no assumption of privacy.
In dealing with suspected dishonest or fraudulent activities, great
care must be taken, Therefore, management should not:

. Make unfounded accusations
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fl. Alert suspected individuals that an investigation is underway

ili. Treat employees unfairly

lv. Make statements that could lead to claims of false
accusations or other offenses

[n handling dishonest or fraudulent activities, management has
the responsibility to:

i. Make no contact (unless requested] with the suspected
individual to determine facts or demand restitution. Under
no circumstances should there be any reference to “what you
did”, “the erime”, “the fraud”, “the misappropriation”, etc.

il. Avoid discussing the case, facts, suspicions, or allegations
with anyone outside the Town, unless specifically directed to
do so by the Town Attorney:.

Iil. Avoid discussing the case with anyone inside the Town other
than employees who have a need to know such as the First
Selectman, Town Chief Fiscal Officer, Director of Human
Resources, Town Attorney or law enforcement personnel.

iv. Direct all inquiries from the suspected individual, or his/her
representative, to the Town Attorney. All inquiries by any
attorney of the suspected individual should be direct to the
Town Attorney. The alleged fraud or audit investigation shall
nat be discussed with the media by any person other than
the First Selectman, Police Chief or his designee, the Town
Attorney and the Director of Human Resources.

v. Take appropriate corrective and disciplinary action, up to
and including dismissal, after consulting with the Director of
Human Resources and the Town Attorney, in conformance
with the Town’ Personnel Policies and Procedures or the
appropriate bargaining document.

C. Employee Responsibilities

b.

A suspected fraudulent incident or practice observed by, or made
known to, an emplayee must be reported to the employee’s
supervisor for reporting to the proper management official,

When the employec believes the supervisor may be involved in the
inappropriate activity, the employee shall make the report directly
to the next higher level of management or contact the Town
Attorney, the Town Chief Fiscal Officer or Director of Human
Resaurces.

- The reporting employees shall refrain from further investigation of

the incident, confrontation with the alleged violator, or further
discussion of the incident with anyone, unless requested by the
Director of Human Resources or law enforcement personnel.



D. Director of Human Resources responsibilities

a. Upon request of any town employce, the Director of Human
Resources will promptly investigate allegations of fraud and notify
either the Town Attorney or Police Chief, and in case of financial
fraud, the Chief Fiscal Officer.

b. In all circumstance where there appears to be reasonable grounds
for suspecting that a fraud has taken place, the Director, in
consultation with the Town Attorney, shall contact the Town of
Fairfield Police Department.

c. The Director shall be available and receptive to receiving relevant,
confidential information to the extent allowed by law,

d. If evidence is uncovered showing possible dishonest or fraudulent
activities , the Director of Human Resources will proceed as
follows:

i. Discuss the finding with the appropriate
management/supervisor and the Department Head.

li. Advise management, if the case involves staff members, to
meet with the Directors of Human Resources (or his/her
designated representative) to detcrmine if disciplinary
actions should be taken. Any disciplinary action taken will
be in accordance with the Town Personnel Rules and any
applicable Memorandums of Understanding.

iil. Report to the External Auditor such activities in order to
assess the effect if the illegal activity on the Town’s financial
statements.

lv. Coordinatc with the Town’s Risk Management insurer
regarding notification to insurers and filing of insurance
claims.

v. Tale immediate action, in consultation with the Town
Attorney and Chief Fiscal Officer, to prevent the theft,
alteration, or destruction of evidentiary records. Such action
shall include, but not limited to:

1. Removing the record and placing them in a secure
location, or limiting access to the location where the
records currently exist.

2. Preventing the individual suspected of committing the
fraud from having access to the records.

€. In consultation with the Town Attorney and the Town of Fairfield
Police Department, the Director may disclose particulars of the
investigation with potential witnesses if such disclosure would
further the investigation.

f. If the Director is contacted by the media regarding an alleged fraud
or audit investigation, the Director will consult with the First
Selectman and the Town Attorney, as appropriate, before
responding to a media request for information or interview.

& At the conclusion of the investigation, the Director will document
the results in a confidential memorandum report to the First
Selectman, the Town Attorney, and in cases of financial fraud to
the Chief Fiscal Officer. If the report concludes that the allegations
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are founded, the report will be forwarded to the Town of Fairfield
Police Department,

h. Unless exceptional circumstances exist, a person under
investigation for frand shall be given notice in writing of essential
particulars of the allegations following the conclusion of the audit.
Where notice is given, the person against whom the allegations are
being made may submit a written explanation to the Director of
Human Resources no later than scven (7) calendar days after
notice is sent.

I The Director of Human Resources will be required to make
recommendations to the appropriate department for assistant in
the prevention of further similar occurrences.

J- Upon completion of the investigation, including all legal and
personnel actions, all records, document, and other evidentiary
material, obtained from the department under investigation will be
returned by the Director to that department.

EXCEPTIONS
There are no exceptions to this policy unless provided and approved by
the First Selectman and the Town Attorney.

Brenda Kupchick, First Selectman

November 25, 2019



Simpson, Cathleen

From: Miller, Paul

Sent: Wednesday, June 14, 2023 5:29 PM
To: Simpson, Cathleen

Subject: RE: HR Review

Hi Cathleen, Galls is an on line uniform supply shop. We frequently purchase starter uniform items for new Animal
Control Officers in this case green pants and a tan shirt, and then have patches and a badge sewn on the shirt. The wait
time for uniform delivery from our regular uniform supplier New England Uniform is at least 6 months. So this is to give
the new employee at least something to wear until the regular order is filled by New England.

The Rite Aide surge protector is just that. At that time Craig Kimball after doing work at the shelter and strongly advised
that a new surge protector for a shelter computer was needed. Closest store to the shelter was Rite Aide. | think
because | used my own Rite Aide card to try and get a sale price that kids cents .17 (some type of unwanted donation)
was anchored to my purchases using my card. | know in the past | discontinued the kids cents because | did not know it
was anchored to my Rite Aide discount card for every purchase.

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 4:54 PM

To: Miller, Paul <PMiller@fairfieldct.org>

Cc: Saxl, Concetta <CSaxl@fairfieldct.org>; Kalamaras, Robert <RKalamaras@fairfieldct.org>
Subject: RE: HR Review

I sent this too quickly. See the attached back up and the deadline if June 19", close of business. Sorry for any
confusion.

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 4:46 PM

To: Miller, Paul <PMiller@fairfieldct.org>

Cc: Saxl, Concetta <CSaxl@fairfieldct.org>; Kalamaras, Robert <RKalamaras@fairfieldct.org>
Subject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card users records for the years 2018-

2022. For each of the charges listed below, could you kindly identify how the purchase relates to town
business and the nature of the town business.

e 7/9/22 Galls’ women’s pant and short sleeve $168.02
® 6/26/22 Rite Aide surge protector Kidcents contribution $21.00

Thank-you for your assistance with this matter. Please provide the information to my attention by the
close of business on Monday, 2023. If you have any questions or need additional time to provide the
information, please do not hesitate to contact me. I have copied your union representatives so they are
aware and may assist you if you so choose with responding to this request.

Giathteon . Hlimpson




Tian of Field

Wdtm .ﬁa’mﬂ, 9‘&
725 Ot G ORpad
(475) 350-6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 4:54 PM
To: Miller, Paul

Cc: Saxl|, Concetta; Kalamaras, Robert
Subject: RE: HR Review

Attachments: Paul Miller Back Up.pdf

| sent this too quickly. See the attached back up and the deadline if June 19", close of business. Sorry for any
confusion.

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 4:46 PM

To: Miller, Paul <PMiller @fairfieldct.org>

Cc: Saxl, Concetta <CSaxl@fairfieldct.org>; Kalamaras, Robert <RKalamaras@fairfieldct.org>
Subject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card users records for the years 2018-

2022. For each of the charges listed below, could you kindly identify how the purchase relates to town
business and the nature of the town business.

e 7/9/22 Galls’ women’s pant and short sleeve $168.02
e 6/26/22 Rite Aide surge protector Kidcents contribution $21.00

Thank-you for your assistance with this matter. Please provide the information to my attention by the
close of business on Monday, 2023. If you have any questions or need additional time to provide the
information, please do not hesitate to contact me. I have copied your union representatives so they are
aware and may assist you if you so choose with responding to this request.

Siirman Pasources Direotor
Giwon of Fcinfleled

Pludlivan Ssndgpondonco SHill
725 Ot Gose Road
Gisfteld, CT V6824
(#75) 350-6002



TOWN OF FAIRFIELD
AMERICAN EXPRESS

RECONCILIATION VOUCHER

DEPT. OR NAME: FAIRFIELD ANIMAL CONTROL

DATE: 13-Jul-22
ACCOUNT AMOUNT
01004050-56120 $168.02
Galls
01004050-54370 $40.49
Hemlock Hardware
01004050-54370 $20.98
Hemlock Hardware
01004050-56140 $21.00
Rite Aid
01004050-56140 $83.31
Stop & Shop
~_
N
N
TOTAL $333.80
APPROVED FOR PAYMENT BY: /7. :#:/7/;’2

AMEX CORP PURCHASING CARDMEMBER REPORT ATTACHED
DATE OF AMEX REPORT:



AMERICAN

EXPRESS

Corporate Purchasing
Cardmember Report

Prepared For
PAUL MILLER
TOWN OF FAIRFIELD

Previous Balance § New Charges $ Other Debits §

Account Number

XXXX-XXXXX4-82002

Paymenis §

Sign-up For Online
Statements

www.americanexpress.com/gopaperless

Closing Date

07/13/22 Page 1 0of 2

Balance
Other Credits § Due $ Do Not Pay

0.00

325.56" 333.sﬂL

325.5ﬁ

0.00 kRRE:10] For important information
regarding your account

refer to page 2.

For your records only - do not pay.

For assistance or questions about your account, contact us at www.americanexpress.com/checkyourbilior call

Customer Service at 1-800-492-4920.

L H Date reflects either transaction or posting date
Activity

Card Number XXXX-XXXXX4-82002 S Amaunts
06/23/22  CORPORATE REMITTANCE RECEIVED 06/23 -325.56
07/09/22 GALLS LEXINGTON KY 18849664476 168.02
REF# 18849664476 859-266-7227 07/08/22
WOMENSSTRYKE PANT
WOMENSDEPUTY DELUXE SS SH
ROC NUMBER 188496644763 TAX $10.04
07/09/22 HEMLOCK HARDWARE 000 FAIRFIELD CT 10799816110 40.49
REF# 1079981611 2032551771 07/08/22
07/10/22 HEMLOCK HARDWARE 000 FAIRFIELD CT 10939307900 20.98
REF# 1093930790 2032551771 07/09/22
06/27/22 RITE AID 10386 1038 FAIRFIELD CT 00000535914 21.00
REF# 00000535914 717-975-5881 08/26/22
PRESCRIPTIONS/SUNDR
ROC NUMBER 000005359141
07/10/22 STOP & SHOP #650 FAIRFIELD CT 84193600000 83.31
REF# 841936 GROCERY STORE 07/10/22
ROC NUMBER 841936 TAX $4.97
Total for PAUL MILLER New Charges/Other Debits 333.80
Payments/Other Credits -325.56
Do not staple or use paper clips Account Number  Enter 15 digit account
Payment Coupon 3787-356804-82002 number on all payments.
PAUL MILLER
TOWN OF FAIRFIELD
725 OLD POST RD. )
FAIRFIELD CT 06824 See reverse side for

instructions on how to
update your address,
phone number, or email.



Prepared For

« PAULMILLER
TOWN OF FAIRFIELD

Account Number

XXXX-XXXXX4-82002

Page 2 of 2

Payments: The American Express® Corporate Purchasing Card statement is payable in full by your Company
upon receipt. Payments received after 5:00 pm may not be credited until the next day. Payments must be made in
US currency, with a single draft or check drawn on a US bank and payable in US dollars or with a single negotiable
instrument payable in US dollars and clearable through the US banking system, or through an electronic payment
method clearable through the US banking system. The Account number must be included on or with all payments.
If payment does not conform to these requirements, crediting may be delayed and additional Charges may be
imposed. If we accept payment made in a foreign currency, we will choose a conversion rate that is acceptable to
us to convert remittance into US currency, unless a particular rate is required by law. Please do not send post-
dated checks. They will be deposited upon receipt. Our acceptance of any payment marked with a restrictive legend
will not operate as an accord and satisfaction without our express prior written approval.

Authorization for Electronic Debit: \We will process checks electronically, at first presentment and any re-
presentments, by transmitting the amount of the check, routing number, account number, and check serial number
to the financial institution, unless the check is not processable electronically or a less costly process is available.
By submitting a check for payment, Company authorizes us to initiate an electronic debit from its bank or asset
account. When we process a check electronically, payment may be debited to the bank or asset account as soon
as the same day we receive the check, and that cancelled check will not be received with that bank or asset
account statement. If we cannot collect the funds electronically we may issue a draft against the bank or asset
account for the amount of the check. If you currently send in an individual payment for expenses on the Corporate
Purchasing Card, please note that you are eligible to pay your bill online.

Authorizations for Electronic Payments: By using Pay by Computer, Pay by Phone or any other electronic
payment service of ours, you will be authorizing us to initiate an electronic debit to the financial account you specify
in the amount you request. Payments received after 5:00 pm may not be credited until the next day.

Transactions Made in Foreign Currencies: If you incur a Charge in a foreign currency, it will be converted into
US dollars on the date it is processed by us or our agents. Unless a particular rate is required by applicable law, we
will choose a conversion rate that is acceptable to us for that date. Currently the conversion rate that we use for a
Charge in a foreign currency is no greater than (a) the highest official conversion rate published by a government
agency, or (b) the highest interbank conversion rate identified by us from customary banking sources, on the
conversion date or the prior business day, in each instance increased by 2.5%. This conversion rate may differ
from rates in effect on the date of your Charge. Charges converted by establishments (such as airlines) will be
billed at the rates such establishments use.

In Case of Errors or Questions About Your Bill: If you think your bill is incorrect, or if you need more information
about a transaction on your bill, please call 1-800-492-4920 or the number on the back of your Card. You can also
write us on a separate sheet of paper at the Customer Service address noted to the right. If you have a dispute
concerning goods and services purchased with the Corporate Purchasing Card, you should contact the merchant
directly. If you are unable to obtain resolution, please contact us at 1-800-492-4920.

When Contacting Us Regarding Errors or Questions: \We must hear from you no later than 60 days after we
send you the first bill on which the error or problem appeared. When contacting us, please give us the following
information: 1. Your name and account number; 2. The dollar amount of the suspected error; 3. Describe why you
believe there is an error. If you need more information, describe the item you are unsure about.

Note: Your corporation, firm or organization may have its own policy or customized program, which takes
precedence over any provision stated above.

Change of Address, phene number, email

- Online at www.americanexpress.com/updatecontactinfo
- Via Mobile device
- Voice automated: call the number on the back of your card

Manage your Card
account online at:
Www.americanexpress.com
/checkyourbill

@

For all further inquiries,
please call the number on
the back of your Card.

If your Card has been lost
or stolen, please call
1-800-492-4920.

International Collect:
1-336-393-1111.

Hearing Impaired
Services:

Dial Relay 711 and
1-800-492-4920.

Large Print and Braille
Statements:
1-800-492-4920.

=)

Customer Service
P.O. Box 53611
Phoenix, AZ
85072-3611

- For Name, Company Name, and Foreign Address or Phone changes, please call Customer Care

Please do not add any written communication or address change on this stub.



Wikman, Sandra

From: Miller, Paul

Sent: Thursday, July 7, 2022 1:22 PM
To: Wikman, Sandra

Subject: Fwd: Galls Order Confirmation

Sent from my iPhone

Begin forwarded message:

From: Galls <donotreply@galls.com>
Date: July 7, 2022 at 12:26:10 PM EDT

To: "Miller, Paul" <PMiller@fairfieldct.org>
Subject: Galls Order Confirmation

atlLl_S

CATEGORIES = BRANDS CLOTHING FOOTWEAR EQUIPMENT  CLEARANCE

ORDER

Hi PAUL MILLER, INFORMATION

Thank you for shopping at Galls. This is a summary of your order.

We are currently experiencing COVID-related shipping delays up to 7 days out of our Lexington Distribution
Center. We're making investments in additional staff and working with FedEx to get back to normal lead
times.

Order Number: 21142615
Order Date: 07/07/2022
Payments:

Credit Card #; ******+exxe2002

Ship To:

PAUL MILLER
211 RICHARD WHITE WAY
FAIRFIELD, CT 06824

Customer PO#: Paul Miller

Order Status

You can check your order status anytime by signing in to your Galls account or by clicking here.
If you have any questions or concerns, email us or call us toll-free at 866.673.7643.

1



Itélh- No.
TR980 TDGN 08
REG

ZF882 STN MD

Order Summary

Description : Ordered Item Price _Totalr Price
5.11 Tactical Women's Stryke Pants 1 82.00 82.00
COLOR: TDU GREEN
SIZE: 08
LENGTH: Regular = 31.5
Estimated ship date 07/08/2022
Fulfillment Location:
LEX - Galls Lexington - Corporate
Horace Small Deputy Deluxe Women's Short Sleeve 1 70.99 70.99
Shirt
COLOR: SILVER TAN
SIZE: Medium
Estimated ship date 07/08/2022
Fulfillment Location:
LEX - Galls Lexington - Corporate
Merchandise Total: 152.99
Standard Shipping: 4.99
Sales Tax: 10.04
Order Total: 168.02

Your order may ship in various intervals. If an item is on backorder your credit card is not charged until the item ships.
Your credit card statement will show this purchase from GALLS, If items have shipped from our suppliers, we may not
be able to process cancelation requests.

Order Status

You can check your order status anytime by signing in to your Galls account or by clicking here. If you have any
questions or concerns, email us or call us toll-free at 866.673.7643.

Recommendations Just for You

Below are some popular products for you based on your past selections. If you need help completing another purchase,
let us know. Call, click or visit us.

Salomon Quest 4D GTX Uncle Mike's Standard Nylon ~ BigEasy GLO Easy Wedge

Forces 2 Waterproof Tactical Belt Clip Key Ring Holder Kit

Danner Tachyon 8" GTX Boot



Store #10386
1619 post ROAD

FAIRFIELD, T 06824
(203) 259 2357

Register #4 Transaction #966162
Cashier #103863576 6/26/22 3:24pM

Rite Aig Rewards

ember Accounts- I5KNNXX8251
1 SURGE PROTECTOR "800, 19,

29 7
1 KIDCENTS CONTRIBUTTON

2 Items Subtota] $19.59

Tax
KidCents :
Tota) $21.00
*AMEX SALEx $21.00
AMEX card x #XXNXXXXXXXX2OD2
App #AA APPROVAL AUTO

Ref # 825272
Entry Method : Chip

Appl ication Label AMERICAN EXPRESS
ATD: AUUUOUOG?GOIOBOI

TVR: 0800008000

TSI: Esop

AC: 7A080838E3083BC6
ARC: 00

. Tendereq $21.00
Cash Change $.00

BonusCash B anges-

$0.00
Rewards Points Total: 3151

Welcome to Rite Aid Rewards!

Members, login or Create your digita)
account at Ritenid.cnm/rewards to convert
Your points jnto Bonus Cash.

Not g Member? Slgn up and create vour
digita account gt RiteAid.com/rewards ancd
start earning points!

Rite Aid Rewards Status:

THANK vou FOR SHoPPIN
You were Served by §

fotive

G AT Rite Aig
HANA today .

(A

T - Taxable



TOWN OF FAIRFIELD
AMERICAN EXPRESS

RECONCILIATION VOUCHER

DEPT. OR NAME: FAIRFIELD ANIMAL CONTROL

DATE: 13-Jan-19

ACCOUNT AMOUNT
01004050-56140 $130.00
Abellos Deli
01004050-56140 $149.99
Bass Pro Shops
01004050-54370 $38.26
Hemlock Hardware
01004050-56140 $64.55
Stop & Shop

L

Ne
TOTAL $382.80

APPROVED FOR PAYMENT BY: ? /%,,._ 4

AMEX CORP PURCHASING CARDMEMBER REPORT ATTACHED
DATE OF AMEX REPORT:



Sign-up For Online

Corporate Purchasing SELSIIEIE
Cardmember Re pOl't www._americanexpress.com/checkyourbill
Prepared For Account Number Closing Date
PAUL MILLER XXXX-XXXXX4-82002 01/13/19 Page 1 0f 3
TOWN OF FAIRFIELD
Balance
Previous Balance $ New Charges § Other Debils $ P Other Credils § Due $ DO NOt Pay

B
0.00 382,86"7 o.oo" 0.00" o,ool EY-YXD] For important information
regarding your account
refer to page 2.

‘See Page 3 for an importantﬁa;ge to the Late Fée aésessment.

For your records only - do not pay.

For assistance or questions ab:)ut your account, contact us at www.al_néricanexpress.com/ci:léckyourbill or
call Customer Service at 1-800-492-4920 .

HoR Dale reflects either transaction or posling date
Activity

Card Number XXXX-XXXXX4-82002 Reference Cade Emovnts

12/19/18 ABELLOS DELI 6500000 FAIRFIELD CT 10156320181 130.00
REF# 10156320181 2032929687 12/19/18

12/28/18 BASS PRO STORE BRIDG BRIDGEPORT CcT 38597126000 149.99
REF# 38597126 203-362-4200 12/27/18

SPORTING GOODS/APPA
ROC NUMBER 38597126

01/03/19 HEMLOCK HARDWARE 000 FAIRFIELD CT 20657943830 38.26
REF# 2065794383 2032551771 01/02/19
12/18/18 STOP & SHOP #650 FAIRFIELD CT 86223500000 64.55
REF# 862235 GROCERY STORE 12/18/18
Total for PAUL MILLER New Charges/Other Debits 382.80
Payments/Other Credits 0.00
Do not staple or use paper clips ) Account Number  Enter 15 digit account
Payment Coupon number on all payments
PAUL MILLER

TOWN OF FAIRFIELD
725 OLD POST RD. .
FAIRFIELD CT 06824 Check here if address,

telephone number, or
e-mail address has
changed. Note changes on
reverse side.

[]



Prepared For Accounl Number Closing Date Page 30f3

PAUL MILLER XXXX-XXXXX4-82002  01/13/19
TOWN OF FAIRFIELD

Notice of Important Changes to Your Account Terms

We are making changes summarized below to your account terms, which are contained in the American Express Card Member
Agreement ("Agreement") governing your Account referenced in this notice. We encourage you to read this notice, share it
and file it for future reference. If you have any questions about this change, please call the number on the back of your Card.

Summary of Changes
Late Fee Starting with billing periods beginning January 1, 2019, if you do not pay the required
payment by the Next Closing Date, we will charge a late fee.

Previously, you had to make the required payment within 15 days after the Next
Closing Date to avoid the late fee.

Detail of Changes to Your Card Member Agreement

This notice amends the Card Member Agreement (the "Agreement") as described below effective February 1, 2019. We have
the right to amend as described in the Agreement. Any terms in the Agreement conflicting with this change are replaced fully
and completely. Terms not changed by this notice remain in full force and effect.

The current clause of the Agreement regarding Late Fees is replaced in its entirety with the following clause:

“Late Fees. We will provide a billing statement to you at the end of each statement billing period (intervals of approximately
one month). Each billing statement will identify a “Closing Date” which is the cutoff date we determine for including Charges
and payments for that statement billing period. “Next Closing Date” with respect to any billing statement means the Closing
Date of the billing statement that immediately follows such billing statement. If Charges on a billing statement remain unpaid,
we may assess a late fee. The amount of the late fee depends on the length of time your account has remained unpaid and the
billing address that we have on file for you. Late fees will accrue as follows, unless prohibited by applicable state law: (a) if
there are any amounts totaling more than $50.00, in the aggregate, that were incurred during a statement billing period and
that have not been paid and credited to your account by the Next Closing Date, a late fee of $39.00 may be charged; (b) if
there are any amounts totaling more than $50.00, in the aggregate, that were incurred during a statement billing period and
that have not been paid and credited to your account by the following Next Closing Date, a late fee equal to the greater of
$39.00 or 2.99% of all amounts not credited for at least one statement billing period may be charged; and (c) if payment of the
total amount due is not credited to the account by successive Next Closing Dates, Amex may assess a fee equal to the greater
of $39.00 or 2.99% of all amounts not credited for at least one statement billing period. For purposes of calculating Jate fees,
we will disregard amounts awed for any annual Corporate Card fee. Late fees will not exceed the maximum allowed by law. *

This change will not apply to accounts: (1) if the late fee is not permitted by law or (2) if your company has a specific agreement

with American Express that is contrary to the change. Except for the change noted above, all terms and conditions of your
Agreement remain in effect.

S1118 BP/CRUCORP/1118



‘g StopaShop

1160 KINGS HWY CUTOFE
FAIRFIELD, CT 06824
Store Telephone: (203) 254-8478
Pharmacy Telephone: (203) 254-8538

Store 1650 12/18/18 01:10pm
START SCAN [T ORDER
BAKE SHop
CANNOLY CHIP DIP 12.99 F
CKI ASST HLpY 5.99 F
CHEESE SHOP
HRML PARTY TRAY 15.99 F
BONUS BUY SAVINGS 7.00-F
PRICE You Pay 8.99
DAIRY
1 @ 2/5.00
FNCY 6 CHs ITAL 2.50 F
GROCERY
FR RIN SWT&TS242 1.63 F
RINALDL SPag sC 1.69 F
FR RIN SWT&TS242 1.69 ¢
CHNT CRYSTAL PL 2.99 7
BONUS BUY SAVINGS 0.49-T1
PRICE YOU ppy 2.50
CHNT CRYSTAL PL. 2.99 7
BONUS BUY SavINgs 0.49-1
PRICE YOU pay 2.50
SB MINT MALLOWS 0.99 F
MEAT
CP ANGUS MTBALL 7.79 F
BONUS BUY SavIngs 1.80-F
PRICE YoUu Pay 5.99
CP ANGUS MTBALL 7.79 F
BONUS BUY SavINGS 1.80-F
PRICE you PAY 5.99
CP ANGUS MTBALL [ e
BONUS BUY savIngs 1.80-F
PRICE YOU pay 5.99
PRODUCE
SWEET PATATOES 4.73 F

Total After Savings 64,23
TAX 0.32
#%%% BALANCE 64 .55

KE:m&*teiﬁﬁﬂﬁ**i&za*ﬁ!*iﬁklk(i!ﬁx%i}%{
Paumen! Type: AMERTCAM EXPRESS

CHIP Purchase

Card: h*k**ﬁﬁ*ilizooz

Paument Amt: $64.55

BALANCE: 4

arn. ANNNANNNIL A nan

2 1 Bass Pro Drjve .
Bridgepul, T 06608

203-362-4200
All Firearm, Ammo, Gun Powder
and Fishing Line Sales Are Final.

SALE TRAMSACTION

H-60 Camera $149.99
GU5 3595132716
fax Esempt  Certificate 1D cc00004548

[tems 15 Transaction:)
roiaL $149.99
FMEN KXEKFXRAKRRNR2002 $149.99

PAYHENT CARD PURCHASE TRANSACTION
CUSTOMER COPY

(i KARXX AR K #%%2002
lywe Chip Read Auth Code: 845309
[T 9739ERTABIEAERE?  ARC: 00
HIL: ROD00000Z5010801 PAN Seq:

Vi 0000008000 TST: E800

irb 0648010360A002

MO xxxwewxxB88R0 TID: €427
faiat PHRCHRASE $149.99



HOLIDAY PARTY

ANIMAL CONTROL

WEDNESDAY, DECEMBER 19, 2018

DELI PLATTER FOR 12 PEOPLE
2# POTATO SALAD

.......... LA L LT P

cccccccccccccccccc

--------

------------------------------

----------------------------------------------

..............................................

-------------------------

--------------------------------------------

TOTAL: $130.00

ABELLO’S DELI and CATERING

740 FAIRFIELD BEACH ROAD

FAIRFIELD, CT. 06824

THANK You!!t

.

e

ABELLOS DELI
740 FAIRFIELD BEACH RD
FAIRFIELD CT 06824
203-292-9687

Terminal ID: #w+x%x979 *hAQ

12/19/18 1:45 pM
SERVER #: |

AMERICAN EXPRESS - INSERT

AID: A000000025010801

ACCT i+ ot 4445 2002

CREDIT SALE
UID: 835318863558 REF # 3560

BATCH J: 433 AUTH #: 844779
AMOUNT $130.00
TIP
TOTAL L
APPROVED

ARQC - 3D9437338ID84ERY

CUSTOMER COPY



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, June 19, 2023 11:52 AM
To: Miller, Pautl

Subject: RE: HR Review

Good Morning,
Thank you again for your quick response.

I want to apologize for failing to give you and your union representative more notice as well as further explanation
as to why HR is conducting this administrative investigation. | could have done better in hindsight and although |
hope to never have to be in a similar situation going forward, | have learned from this as to how to be more
sensitive to employees when having to issue such notice.

On or about January, 2023, a resident came forward alleging misconduct with credit card purchases by Town
employees based on records she received through FOIA. This complainant has also alleged misconduct with
payroll and purchasing practices and procedures. Pursuant to the Code of Conduct policy, Human Resources is
responsible for investigating such allegations. Due to the broad scope of this investigation, it has taken more time
than we would have liked. We reviewed records from 2018-2022 as part of a parallel administrative investigation
to this one. Please understand this required a review of hundreds of records. In order to narrow the investigation,
we decided to pull records for each year to show end of/beginning of year purchases as well as the end or
beginning of each fiscal year in question.

Because not all credit users identified the specific business reason for the purchase, we are seeking that
information from those that it may be unclear. We recognize that Department Heads signed off on your
reconciliation report and the Finance processed them. Accordingly, there is no presumption that you engaged in
any misconduct. As an example an outside party may understandably question why a Town employee assigned to
the Health Department charged a hotel room with the Town card, not having the legitimate reason identified-
eviction due to a public health emergency-on the reconciliation report. Purchases for food, equipment and related
items have been questioned by the complainant as there may not be a clearly identified business reason.

Please be assured neither you nor your Department is being singled out. This is a global review of all Town credit
card holders based on the resident complaint.

We have partnered with Finance and Purchasing to revise the credit card policy to include better reporting forms
to ensure the business purpose is clear. We are also in the process of scheduling training and discussion on
purchasing and protocol as we are aware employees have not received such training and in some cases,
insufficient notice. My understanding is your Department has been utilizing the updated reconciliation forms
which is very helpful.

I hope this helps to clarify this for you and again, my apologies for not doing better with advance and proper
notice. | hope | did not cause any undue stress or worry.

Best,



Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 5:30 PM
To: Miller, Paul <PMiller@fairfieldct.org>
Subject: RE: HR Review

Thank you very much for your prompt response. This is very helpful.

From: Miller, Paul <PMiller@fairfieldct.org>

Sent: Wednesday, June 14, 2023 5:29 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>
Subject: RE: HR Review

Hi Cathleen, Galls is an on line uniform supply shop. We frequently purchase starter uniform items for new Animal
Control Officers in this case green pants and a tan shirt, and then have patches and a badge sewn on the shirt. The wait
time for uniform delivery from our regular uniform supplier New England Uniform is at least 6 months. So this is to give
the new employee at least something to wear until the regular order is filled by New England.

The Rite Aide surge protector is just that. At that time Craig Kimball after doing work at the shelter and strongly advised
that a new surge protector for a shelter computer was needed. Closest store to the shelter was Rite Aide. | think
because | used my own Rite Aide card to try and get a sale price that kids cents .17 (some type of unwanted donation)
was anchored to my purchases using my card. | know in the past | discontinued the kids cents because | did not know it
was anchored to my Rite Aide discount card for every purchase.

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 4:54 PM

To: Miller, Paul <PMiller@fairfieldct.org>

Cc: Saxl, Concetta <CSaxl@fairfieldct.org>; Kalamaras, Robert <RKalamaras@fairfieldct.org>
Subject: RE: HR Review

| sent this too quickly. See the attached back up and the deadline if June 19", close of business. Sorry for any
confusion.

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 4:46 PM

To: Miller, Paul <PMiller@fairfieldct.org>

Cc: Saxl, Concetta <CSaxl@fairfieldct.org>; Kalamaras, Robert <RKalamaras@fairfieldct.org>
Subiject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card users records for the years 2018-

2022. For each of the charges listed below, could you kindly identify how the purchase relates to town
business and the nature of the town business.

e 7/9/22 Galls’ women’s pant and short sleeve $168.02
® 6/26/22 Rite Aide surge protector Kidcents contribution $21.00



Thank-you for your assistance with this matter. Please provide the information to my attention by the
close of business on Monday, 2023. If you have any questions or need additional time to provide the
information, please do not hesitate to contact me. I have copied your union representatives so they are
aware and may assist you if you so choose with responding to this request.

r(a'wf/exw L% gm;kfon
SHiirnan Posorcs Olirector
Giron of Fraifiold

Ghedllivar z_?ﬁa(;kvmﬁ'mm S
725 Cut Dot Road
Fairfiold, CT 06524
(475) 350-6002



Tofun nf Cﬂ' airfield

725 Old Post Ro:
Fairfield, CT 068:
Cathleen A. Simpson

DIRECTOR OF HUMAN RESOURCES
June 20, 2023

Mr. Shawn Reed

i i TOWN OF FAIRFIELD (203} 256-3057

415 Mllford et Road SULLIVAN INDEPENDENCE HALL FAX (203) 256-3059
Milford CT 06460 725 OLD POST ROAD www . fairfieldct.org
FAIRFIELD, CT 06824 csimpson@fairfieldct.org

Re: Town of Fairfield HR Review
Dear Mr. Reed,

On or about January, 2023, a resident came forward alleging misconduct with credit card
purchases by Town employees based on records she received through FOIA. Pursuant to the
Town’s Code of Conduct policy, Human Resources is responsible for investigating such

allegations. Due to the broad scope of this investigation, it has taken more time than we would
have liked.

As aresult of this investigation, it has come to our attention that in June 2022, there was a
purchase on your AMEX Town issued credit card for an Apple pen shipped to your home
address. Accordingly, we are seeking more information as part of our investigation to determine
If this was a purchase for legitimate Town business or of a personal nature.

We are therefore requesting your assistance in identifying the purpose of this purchase and
whether you returned this item to the Town upon your departure from employment. If not, please
verify whether you have it in your possession as it would be considered Town property.

[ would kindly request a response no later than the close of business on June 27, 2023. [ have
enclosed my business card for my contact information. If I do not hear back from you on or
before this date, it will be presumed the purchase was of a personal nature and the Town will
proceed as appropriate.

Thank-you for your assistance with this matter.
Smcerely,

Cﬂ/f' MLifL) ﬁ %//}ﬂ W

Cathleen A. Simpson
/

Phone: (203) 256-3057 Fax: (203) 256-3059



Simpson, Cathleen

From: Ritchey, Peter

Sent: Wednesday, June 28, 2023 12:23 PM

To: Simpson, Cathleen

Subject: Credit Card Usage Justification: Shawn Reed (Former Building Official)
Attachments: Shawn Reed Credit Card Letter.pdf

Hi Cathleen,

You received a call today from Shawn in response to your letter to him (attached) requesting his assistance in providing

the rationale for a credit card spend for an iPad pen sent to his home address. | covered the general questions with

Shawn and in summary, he said the iPad pen was for Town usage and not a personal purchase. Here is additional

context he provided as to why it was sent to his home address:

¢ The ToF Building Department used (and I verified today - still uses) iPads in the field to capture/report/access
information related to their job duties.

* At one point when formerly employed by the ToF (currently Sr. Building Office — Stamford), Shawn had ordered
iPads/iPad pens for delivery to SIH and they didn’t arrive on the scheduled day.

® When Shawn arrived at SIH the day after the scheduled arrival date, he found the package sitting on the front steps
of the building.

® While no one had taken the box overnight, he recognized the risk going forward so he subsequently had these types
of purchases sent to his home address. Once they arrived, Shawn brought them in to the SIH Building Department.

I thanked him for the background information and said we’d be in touch if we had any additional questions. Let me
know if you need any additional information.

Peter Ritchey

Assistant Director of Human Resources
Town of Fairfield

725 Old Post Road

Fairfield, CT. 06824

0: 203-256-3077

C: 475-450-3413




Phonc: (203) 256-3057

725 Old Post Ro:

Fairfield, CT 068, f;r,%r’&%
Qﬂ' Y j Cathleen A. Simpson

A
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P

d1035L DIRECTOR OF HUMAN RESOURCES
June 20, 2023 ﬁ*ﬁﬂiﬂ“
Mr. Shawn Reed -
i i ¢ TOWN OF FAIRFIELD (203} 256-
415 Milford Point Road SULLIVAN INDEPENDENCE HALL FAX (203) 256-3059
Milford CT 06460 725 OLD POST ROAD www fairfieldct.org
FAIRFIELD, CT 06824 csimpson@fairfieldct.org

Re: Town of Fairfield HR Review

Dear Mr. Reed,

On or about January, 2023, a resident came forward alleging misconduct with credit card
purchases by Town employees based on records she received through FOIA. Pursuant to the
Town’s Code of Conduct policy, Human Resources is responsible for investigating such

allegations. Due to the broad scope of this investigation, it has taken more time than we would
have liked.

As a result of this investigation, it has come to our attention that in June 2022, there was a
purchase on your AMEX Town issued credit card for an Apple pen shipped to your home
address. Accordingly, we are seeking more information as part of our investigation to determine
If this was a purchase for legitimate Town business or of a personal nature.

We are therefore requesting your assistance in identifying the purpose of this purchase and
whether you returned this item to the Town upon your departure from employment. If not, please
verify whether you have it in your possession as it would be considered Town property.

I'would kindly request a response no later than the close of business on June 27,2023. ] have
enclosed my business card for my contact information. If [ do not hear back from you on or
before this date, it will be presumed the purchase was of a personal nature and the Town will

proceed as appropriate.
Sea (asid

Sincerely, - - 2037 977- 4/6 [

C{%/f/(/&zﬂ) [/J_%m/j Ly, Se Bulds ot

Cathleen A. Simpson - S K d
/

Qf(owfup.

Thank-you for your assistance with this matter.

(203) 256-3059




Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 5:13 PM
To: Bishop, Timothy

Cc: Courtemanche, Joanne

Subject: HR Review

Attachments: Back up Tim Bishop.pdf

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card users records for the years 2018-2022. For
each of the charges listed below, could you kindly identify how the purchase relates to town business and/or the
nature of the town business.

e 6/17/22 Al’s Warehouse $26.32
e 7/1/22 LL Bean $47.85
e 7/1/22 Panera Bread $12.69

Thank-you for your assistance with this matter. Please provide the information to my attention by the close of
business on Monday, June 19, 2023. If you have any questions or need additional time to provide the
information, please do not hesitate to contact me.

Ceathtoon K. Glompion.
Siiman, Pasourcas Dieotor
Gion of Tt

Plallivan Indgpondonce SHall
725 Ol Ooss Poad
Frinftetet, CT V68524
(#75) 350-6002



TOWN OF FAIRFIELD
AMERICAN EXPRESS

RECONCILIATION VOUCHER

DEPT: CONSERVATION- Timothy Bishop, June, 2022
DATE: July 18, 2022
ACCOUNT AMOUNT

010-01230-56140 $26.32
010-01230-54370 $1,000.00
010-01230-56120 $47.85
010-01230-56140 $236.00
010-01230-56140 $12.69
010-01230-56140 $638.07
010-01230-58100 $583.00

TOTAL: $2,543.93

APPROVED FOR PAYMENT BY: @4/%7
yg_—_ﬁ———-’—'—

AMEX STATEMENT ATTACHEDH\AMEX.docx



., il Corporate Purchasing

Cardmember Report

Prepared For Accoun! Number Closing Date
TIMOTHY J BISHOP XXXX-XXXXX4-61005 07/13/22
TOWN OF FAIRFIELD
Previous Balance $ New Charges $ Other Debils $ Paymenis $ Other Credits §
2131 2,543.93 0.00 213.18 0.00

For your records only :Jo not pay.

For assistance or questions about your account, contact us at www.americanexpress.com/checkyourbilior call

Customer Service at 1-800-492-4920.

= =4 Dalte reflects either transaction or p_osting dale
Activity

Sign-up For Online
Statements

www.americanexpress.com/gopaperless

Page 10f 3

Balance
Due $§ Do Not Pay
For important information

regarding your account
refer to page 2.

Card Number XXXX-XXXXX4-61005

06/23/22  CORPORATE REMITTANCE RECEIVED 06/23
06/17/22  ALS WAREHOUSE650000 FAIRFIELD cT
REF# 10156320220 2039083311 06/16/22
PACKAGE STORE-BEER/
ROC NUMBER 1015632022061600
06/16/22 Eagle Fence & Guardr Plainville CcT
REF# 85544022167  860-747-1288 06/16/22
ROC NUMBER 8554402216798000
07/01/22  LLBEAN-DIRECT 084870 207-8654761 ME
REF# 451701904 2078654761 06/30/22
06/14/22  NORTH AMERICAN SAFET BELLE PLAINE MN
REF# 99999992164 8005566581 06/13/22
REFER TO RECEIPT
ROC NUMBER 9999999216430009
07/01/22  PANERA BREAD #601621 WESTPORT cT
886329 006880  06/30/22
ROC NUMBER 886329
06/28/22  SP ANKERWORKUS ONTARIO CcA
REF# NT LXATJSE6 +18009887973 06/28/22
ECEIVER
Do not staple or use paper clips J‘UL 1 8
Payment Coupon 2027
3 N{'\
oERVA"

TIMOTHY J BISHOP
TOWN OF FAIRFIELD

725 OLD POST ROAD
FAIRFIELD

CT

06824-6689

Reference Code

10156320220

85544022167

45170190400

99999992164

88632900000

Amount $

-213.18
26.32

1,000.00

47.85

236.00

12.69

638.07

Continued on Page 3

Account Mumber  Enter 15 digit account
number on all payments,

See reverse side for
instructions on how to
update your address,
phone number, or email.



Prepared For
TIMOTHY J BISHOP
TOWN OF FAIRFIELD

Account Number Closing Date Page 30f3

XXXX-XXXXX4-61005  07/13/22

ACtIVIty Continued Reference Code Amount §
07/08/22  UNH LEARN FOR LIFE 0 DURHAM " NH 79930061000 - 583.00
REF# 79930061 603-862-7380 07/07/22
COLLEGES, UNIVERSIT
ROC NUMBER 79930061
Total for TIMOTHY J BISHOP New Charges/Other Debits 2,543.93
Payments/Other Credits -213.18



@ $0.10 $0.10
(Chl EXPRESS 3

tems

4

ototal 7 $24.78

Eny Fee
Sales lax
Total Sale

$0.00
$1.54

$26.32

Tendered $726.32

Change Due

Authorizatinn & 81184

werchant # Trade Code 643296
Charge Trans 1 7541981105
AHEX Beoount A sy Chip Read
Authorized Amcut 26.32
application 1 AONAONAGZE010801
Application Labe!: AHERTCAM EMPRESS
PIk Sratement: it

card Expiry Date: rigit |

AID: AODUGGGUZSG1OSO\

Lap: AMERLCAN EXPRESS

TVR: 0000001000

T51: FBOO

140 06570103602002

ARC: OC
CVM: SIGNATURE

Customer Copy

Register: Z
Cashier: REGZ

Store Date:l (6 16/ 2027
Tra 020414

i

pctual: 2022-06-16 (17720

-
1l

THANK -YOU

$0.00



Eagle Fence .. Guardrail

SALES QUOTE

DATE: JUNE 16 2022 PROJECT:
ATTN: TIM BISHOP 203-256-3071 ATTN: TIM BISHOP 203-256-3071
TO: TOWN OF FAIRFIELD - CONSERVATION DEPT DELIVER TO: TOWNOF FAIRFIELD - CONSERVATION DEPT
STREET ADDRESS STREET ADDRESS
CiTY, CT ZIP CODE CiTY, CT ZIP CODE
L QUANTITY DESCRIPTION UNIT TOTAL
S - ]
25 ACT-318 TRANSMITTER $ 40.0000 $ 1,000.0000
$ - S
$ - $
S = $
Eagle Fence Guaras! $ 5
15 Rebert Jackson Vay $ $
Plawniille, CT 05062 s $
 (860) 7471288 s $ )
06-16 2027 15:57:06
CREDIT CARD 5 >
AMEX SALE > s
Lard « XRARXARA4 1005 X :
SEQ 8. 3 s 3 3
Balch = g S S -
Tians #: 3 s - § .
Approval Code: 208462 $ : ¢ )
TRANS [D- 0001042304 7606 ¢ R
fntry Method: Manual
Mode, Onle 5 5
Avs Code; ¥ S $
Card Code: M $ $
$ S -
SALE AMOUNT 31000,00 $ $ :
S S
THANK YOU $ $
— : -s
CUSTOMER COPY $ $
S 5
SUBJECT TO TERMS/CONDITIONS OF ACCOUNT:
CUSTOMER ACCEPTANCE: SUBTOTAL SALES QUOTE S 1,000.00
SALES TAX 5 .
TOTAL SALES QUOTE s 1,000.00
SIGNATURE DATE




Order #: 718836
Invoice Date:  06-21-2022
e a l ' Order Date: 06-20-2022
. . Freeport, Maine 04033 Acct Rep: Tara L. Greene
phone:1-800-832-1889

fOl’ bUSineSS fax: 1-800-243-4994

email: business@llbean.com

Order Verification

Billing Address Shipping Address

Company TOWN OF FAIRFIELD Company TOWN OF FAIRFIELD
Contact TIMOTHY BISHOP Contact TIMOTHY BISHOP
Address CONSERVATION DEPT Address CONSERVATION DEPT

725 OLD POSTRD FL 2 725 OLD POSTRD FL 2

FAIRFIELD CT 06824-6684 FAIRFIELD CT 06824-6684
Phone 1-203-256-3071 Phone 1-203-256-3071
Fax Fax
Line Catalog Unit Extended Discount Discount
No. Qty. Item No. Description Color Size Price Price Rate Amt TOTAL

Merchandise/Gift Cards

i, 1 300494 Premium Double L Polo Night X-Large 34.95 34.95 0.0% 0.00 34.95
Short Sleeve Men's
Regular/Direct To Business

1 Total Units

Service and Application Fees
1. 1 150555 | Embroidery Application 5.95 5.95 0.0% 0.00 5.95
Direct to Business

NOTES: SubTotal: $40.90
Shipping & Handling: $6.95

Taxes: $0.00

TOTAL: $47.85

This summary represents the merchandise and services you have requested to order from L.L.Bean. If shipping to more than one address or if shipping is
expedited, additional fees may apply. Inventory availability is subject to change. Taxes are estimated and may change based upon actual Goods shipped
and shipping destination.

Discounted gift cards cannot be used as payment on discounted orders.

The recipient is responsible for all duties, taxes, and fees assessed by United States (U.5.) and loreign Customs agencies, il applicable.

Alfter verifying this summary is accurale and you have reviewed the attached L.L.Bean, Inc. for Business Terms and Condilions, please acknowledge your
agreement with the Terms and Condilions and your appraval to proceed with your order by signing below and returning this form to L.L.Bean, Inc. for
Business via email or fax . Our email address is business@libean.com and our fax number is 1-800-243-4994.

Company:

Signature:

Name (printed):

Thank you for your order, page 10of 5



NORTH
AMERICAN
SAFETY

INVOICE

Ship To:

Timothy Bishop

Town of Fairfield - Conservation
Dept.

725 0Old Post Road

2nd Floor

Fairfield, CT 06824
tbishop@fairfieldct.org
203-256-3071

Product

ordersafety.com

1-800-556-6581

Bill To:

Timothy Bishop

Town of Fairfield - Conservation
Dept.

725 Old Post Road

2nd Floor

Fairfield, CT 06824

Majestic - High Visibility Waterproof Bib Overall with Quilted
Insulation - 75-2357 - XL, Safety Green

SKU: 75-2357-SG-XL

Free-Handheld Flashlight

Discount: Free

SKU: Free-Handheld Flashlight

Majestic - High Visibility Waterproof Bib Overall with Quilted
Insulation - 75-2357 - 2XL, Safety Green

SKU: 75-2357-SG-2XL

Customer Notes
Town government - tax exempt

326S. Ash St. | Belle Plaine, MN 56011

RECEIVED

DEPT
Invoice Number: 30842
Invoice Date: June 13, 2022
Order Number: 30842
Order Date: June 13, 2022
Payment Method: Credit card
Quantity Price
3 $177.00
1 $0.00
1 $59.00
Subtotal $236.00
Shipping Free shipping
Tax $0.00
Total $236.00




I

REPRINT

Panera Bread
Lafe #: 601621
1860 Post Road East
Westport, CT 068810
Phone: 203- 2550845

Accuracy Mat ters
Your order shauld be correct every time,
If it's not, we']) fix i1 right away.
and give you flree treat for vour
traufile. dust jet an associate kpnow.

06/30/2029 8:33:40 AM
Order Number: 208507 Cashier: Rose

I Bakers Dozen 12,69
3 Chacol ate Chip Bagel

3 Everything Bage|

3 Plain Bagel

2 Cin Swir] Raisin Byl

2 Cinnation Crunch Byl

Subtotal 12.69
Tax 0.00
Gratuity 0.00
Total 12.69
Amer | can) Express 12 .69

Acct: awws kxxanxxx 1005
MthCode: 886329
rans#: 00000009

View vour Account at: WWW.mypanera. con
MyPanerg Member ; HREES kXX X52823
MyPanera 0f fers Earned:

$2 0Off Salad: 1 (Exp Date U77177221
Visits To Next Reward: 2

www. panerabread . con
To Go
Your Order Number is: 208507
Customer / Pager: Timothy 0

**x Customer Copy wx«

Tnker- Ogt-
Meetr



Bishop, Timothy

E=e =
From: AnkerWork <noreply-service@ankerwork.com>
Sent: Tuesday, June 28, 2022 10:21 AM
To: Bishop, Timothy
Subject: Order RO105017025S confirmed

AnkerWork

Thank you for your purchase!

Hi Tirothy, we're getting your order ready to be shipped. We will notify you

when it has been sent.

View your order

or Visit our store

Order summary

Extended
melonnll Extended Warranty x 3

e & <715 (450 007

{

' PowerConf S500 Speakerphone x 3
s @eRICE BREAK DISCOUNT ( )
Subtotal
thipping

Taxes

Free

$655.97
$599.97

$599.97
$0.00
$38.10



UNH Professional Development and Training
Cole Hall, 34 Sage Way

Durham, NH, 03824

Tel: (603) 862-7380

UniverSItY Of NeW HampShire pdt.enroliment@unh.edu

https://learnforlife.unh.edu

Learn for Life

RECEIPT
Timothy Bishop Transaction Basket: 150130
Student Number: X069182 Date: 07/Jul/2022 12:49 PM
Page 1 of 3
SELECTED ITEMS:
Refer to Account Activity page for payment details
Course Enrollments
PDT-SoilSc-25-222648  Basics of Soil Morphology Tuition Fee $ 359.00
Sub-total: $ 359.00
Course Schedule: Tue 9:00AM - 3:30PM Oct/18/2022 - Oct/18/2022 TOTAL: $ 359.00
At: Portsmouth - 231 Corporate Drive
Address: 231 Corporate Drive, Portsmouth, NH, 03801
Tue 9:00AM - 3:30PM Oct/25/2022 - Oct/25/2022
At: Field Work - TBA
Receipt Notes: H
P Download the Welcome Letter with
Important information.
Thank you for registering for a UNH Professional Development & Training
offering. Please be sure to download the "Welcome Letter" with important
information about weather cancellations, site information and parking, refund
policy, and more.
To download a pdf:
https://unh.app.box.com/s/ff4tnedhq02tkuzovx3dj7hsqljju1i8
PDT-SoilSc-28-222647  Introduction to Soil Mapping Tuition Fee $ 224.00
Sub-total; $224.00
Course Schedule: Wed 9:00AM - 3:30PM Nov/16/2022 - Nov/16/2022 TOTAL: $224.00

At: Portsmouth - 231 Corporate Drive
Address: 231 Corporate Drive, Portsmouth, NH, 03801

Timothy Bishop
725 Old Post Road, 2nd Floor - Conservation Dept.
Fairfield, CT 06824



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, June 19, 2023 12:08 PM
To: Bishop, Timothy

Cc: Courtemanche, Joanne

Subject: RE: HR Review

Good Afternoon

| want to apologize for failing to give you and your union representative more notice as well as further explanation
as to why HR is conducting this administrative investigation. | could have done better in hindsight and although |
hope to never have to be in a similar situation going forward, | have learned from this as to how to be more
sensitive to employees when having to issue such notice.

On or about January, 2023, a resident came forward alleging misconduct with credit card purchases by Town
employees based on records she received through FOIA. This complainant has also alleged misconduct with
payroll and purchasing practices and procedures. Pursuant to the Code of Conduct policy, Human Resources is
responsible for investigating such allegations. Due to the broad scope of this investigation, it has taken more time
than we would have liked. We reviewed records from 2018-2022 as part of a parallel administrative investigation
to this one. Please understand this required a review of hundreds of records. In order to narrow the investigation,
we decided to pull records for each year to show end of/beginning of year purchases as well as the end or
beginning of each fiscal year in question.

Because not all credit users identified the specific business reason for the purchase, we are seeking that
information from those that it may be unclear. We recognize that Finance processed them. Accordingly, there is
no presumption that you engaged in any misconduct. As an example an outside party may understandably
guestion why a Town employee assigned to the Health Department charged a hotel room with the Town card, not
having the legitimate reason identified-eviction due to a public health emergency-on the reconciliation report.
Purchases for food, equipment and related items have been questioned by the complainant as there may not be a
clearly identified business reason.

Please be assured neither you nor your Department is being singled out. This is a global review of all Town credit
card holders based on the resident complaint. If you are unable to recall the reason for the purchases, simply state

so and you are not required to provide elaborate justifications. Responses such as “meeting”, “training”, “office
supplies” for instance will suffice.

We have partnered with Finance and Purchasing to revise the credit card policy to include better reporting forms
to ensure the business purpose is clear. We are also in the process of scheduling training and discussion on
purchasing and protocol as we are aware employees have not received such training and in some cases,
insufficient notice. My understanding is your Department has been utilizing the updated reconciliation forms
which is very helpful.

I hope this helps to clarify this for you and again, my apologies for not doing better with advance and proper
notice. My intent was not to cause undue stress or worry.

Best,



Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 5:13 PM

To: Bishop, Timothy <TBishop@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>
Subject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card users records for the years 2018-2022. For
each of the charges listed below, could you kindly identify how the purchase relates to town business and/or the
nature of the town business.

e 6/17/22 Al’'s Warehouse $26.32
e 7/1/22 LL Bean $47.85
e 7/1/22 Panera Bread $12.69

Thank-you for your assistance with this matter. Please provide the information to my attention by the close of
business on Monday, June 19, 2023. If you have any questions or need additional time to provide the
information, please do not hesitate to contact me.

Cithloon K. Hmpson

T of Fiifeld

Plelhtnan .ﬁfc@ﬁm«'m SHan
725 Ot G st Road
Fairfeled, CT V68524
(475) 350-6002




Simpson, Cathleen

From: Bishop, Timothy

Sent: Tuesday, June 20, 2023 9:41 AM
To: Simpson, Cathleen

Cc Courtemanche, Joanne
Subject: RE: HR Review

Good morning Kathleen,

Per your inquiry, clarification on the requested items were related to:
e Soda/ice
* Town collared shirts
» Bagels for Department meeting

Please let me know if you need anything else on this matter.
Thank you.
Regards,

Timothy J. Bishop, MS, CEP, WPIT
Director

Town of Fairfield — Conservation Department

725 Old Post Road — 1% Floor

Fairfield, CT 06824

Office: (203) 256-3071

Email: tbishop@fairfieldct.org

Web: https://www.fairfieldct.org/conservation

Online Wetland Permits: https://citysquared.com/#/app/FairfieldTownCT/landing

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 5:13 PM

To: Bishop, Timothy <TBishop@fairfieldct.org>

Cc: Courtemanche, Joanne <JCourtemanche@fairfieldct.org>
Subject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card users records for the years 2018-2022. For
each of the charges listed below, could you kindly identify how the purchase relates to town business and/or the
nature of the town business.



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Wednesday, June 14, 2023 5:28 pm

To: Minder, Jeffrey

Cc: Cottell, John; Saxl, Concetta; Courtemanche, Joanne
Subject: HR Review

Attachments: Back up J Minder.pdf

Good Afternoon,

employees. As part of our review, we took samples of credit card user records for the years 201 8-
2022. Attached please find the back up for the purchases listed below as well. For each of the charges listed

below, could you kindly identify how the purchase relates to town business and/or the nature of the town
business.

* 12/16/20 Stop & Shop $70.0]
12/23/20 Cornell Store Ithaca $53.68

12/23/20 UCONN marketplace $375.00; $46.64
7/12/21 Sirius Radio $6.44

8/12/21 Sirius Radio $21.94

Thank-you for your assistance with this matter. Please provide the information to my attention by the close of
business on Monday, June 19, 2023. If you have any questions or need additional time to provide the

information, please do not hesitate to contact me. I have copied your union representative who may assist you if
you so choose with this matter.

Gom of Frainftoet
725 Ol Gy Prat
(¥75) 350. 6002



JeH Mivgder

Town of Fairfield
AMERICAN EXPRESS

RECONCILIATION VOUCHER

DEPARTMENT: DPW Operations
DATE: |=13—2)
| ACCOUNT AMOUNT ]
P1005D3E = 51141 70,°!
210750307 S o D 415, 38\ a
TH5
2O 01205030 - F 5100 9.b 4 C o7
5. FT

Total jé’l{g w7

Approved for payment by: / ‘7 L\<A

DapartmentH d
AmEXx Detajl Statement Attached /



"~ Sign-up For Online

. Statements

Corporate Purchasing

Ca rd mem ber Re port www.americanexpress.com/gopaperless
Prepared For Account Number Closing Date =
JEFFREY MINDER XXXX-XXXXX2-31005 01/13/21 Page 1 of 2
TOWN OF FAIRFIELD

Balance
Previous Balance § New Charges § Other Debits § Payments § Other Credits $ Due $ DO NOt Pay

30.97 545.3 0.00 30.97 2.64 For important information
regarding your account

refer to page 2.

For yOL; r_ez:ords only - do not pay. :

your account, con

tact us at Www.americanexpress.c

For assistance or questions about om/checkyourbillor call

Customer Service at 1-800-492-492¢,

FnC Date reflects either transaction or posting date
Activity

Card Number XXXX-XXXXX2-31005 Reforeics Code i
12022120 CORPORATE REMITTANCE RECENVED 12122 T 3097
12/16/20 STOP & SHOP #8650 FAIRFIELD CT 80468500000 70.01

REF# 804685 GROCERY STORE 12/16/20
ROC NUMBER 804685 g () "{ O
12/23/20  THE CORNELL STORE ON ITHACA NY o ) 53.68
REF# C5152804 607-255-6146 12/22/20
TUITION/FEES ;
ROC NUMBER ©S152804 5—2” 00
12/23/20 Uconn  Marketplace STORRS CT 20201222103 375.00
REF# 20201222103 8604866454 12122120 ,)’ % © O
12/23/20 Uconn  Marketplace STORRS CT 20201222103 o 46.64 |/
REF# 20201222103 8604866454 1212220 5%)0
12/25/20 Uconn  Marketplace STORRS CT 20201222103 - o -2.64
REF# 20201222103 8604866454 12/24/20 549 0 Credit
Total for JEFFREY MINDER New Charges/Other Debits 545.33
Payments/Other Credits -33.61

Do not staple or use paper clips unt Number  Enter 15 digit account
Payment Coupon m number on all payments.

JEFFREY MINDER

TOWN OF FAIRFIELD

725 OLD POST RD _
FAIRFIELD CT 06824-6689 See reverse side for

instructions on how to
update your address,
phone number, or email.



3sToPasHop

1160 KINGS HuY curgrr
FAIRFIELD, CT 06824
Store Telephone: (203) 254-8478
Pharmacy Telephone: (203) 254-8538

Store #SSQ 12/16/20 08:54ap
GROCERY
42FLYV Mx 41.3752 19.99 F
BONUS Buy SAVINGS 5.00-F
PRICE ygu PRY 14.99
42CT MEGA 38.7527 19.99 F
BONUS Buy SAVINGS 5.00-F
PRICE you pay 14.99
SB ACDA yTR 35PK 3.99 F
BONUS Buy SAVINGS 0.32-F
PRICE You pay 3.67
op BTL/cAN DEPOSIT 1.75 F
SPRITE 12p 122 ¢ 7.29 B
SC FREE COKE 12PK 7.29-B
PRICE vou pay FREE
bp BTL/CAN DEPDSIT 0.60 F
SPRITE 12p 122 ¢ 7.29 B
SC FREE COKE 12PK 7.29-p
PRICE You pgy FREE
op BTL/CAN DEPOSIT 0.60 F
COKE cLAsIC 12PK 7.29 B
op BTL/CAN DEPDSIT 0.60 F
DIET coke 12PK 7.29 B
np BTL/CaN DEPOSTT 0.60 F
CD GNGR ALE 12PK 7.29 B
bp BTL/CAN DEPOSTT 0.60 F
COKE CLASIC 12PK 7.29 B
Dp BTL/CAN DEPOSIT 0.60 F

Total After Savings 68.16
TAX 1 &
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Issue Tracking  Vendor Prepaymemt

& 9 Lst Search

g Cash Salez q
C5152804 123394509 Guest Sh per  peposiTep
Alithorize Return Refund B O+ Actionsw

Primary infermation

fImvent Center

SUBTOTAL .
{ DISCOUNT Iz }
TAXTOTAC 320 !

SHIPPING COST

HANDLING €OST

GIFT CERTIFICATE

TCTAL

Depariment Charge Information

Bl =L -2}

TEANGRET CN G-

Related Records System Information

Point of Sale

Shipping Addreas
TP T

JEFFREY MinDER

Mnited States i




You have received this email from extensionstore@uconn.edy in response to your Order.
Order Receipt

| Thank you! Please note, ch arges will show on your debit/credit card
as "UConn Marketplace".

Ornamental and Turf Short Course

Welcome and thank you for registering for the "Winter 2021 Ornamental and Turf’ online course, We hope you
that will find this course deepens your understanding of pest management in the landscape and provides a step
forward in your professional development. As mentioned in our annauncement for the course this is an in

Superintendent information. As students you are expected to complete all the modules, work through the
knowledge checks and write down the answers for them, (this will reinforce your learning and provide you with

Training Manual”, commonly known as the, “Core Manual", We do not cover pesticide safety in this course.
Our experience in teaching this class over the course of 30 years is that most People pass this part of the state
exam simply by taking the time to read this manual. We will not spend time reviewing the contents of the manual
in this course with a few exceptions. WE STRONGLY ENCOURAGE YOU TO OBTAIN AND READ THE
‘CORE MANUAL" BEFORE THE CLASS BEGINS, The "Pestlicide Applicator Training Manual” can be
ordered from UConn MarketPlace under the Coliege of Agriculture, Health and Natural Resources Extension,
(Click on the Department of Extension box) at

https://secure.touchnet.com/C21 646__ustoresfwebfstere;main.jsp?STORElD=29 The "Pesticide Applicator
Training Manual” can also be found and downloaded for free from the “National Association of State

Departments of Agriculture” at the following link: https:ﬂwww.nasda.orgffoundation!pesticide~app!icator—

certiﬁcation—and-training. Another resource you will need, also free is, “Turfgrass Nutrient and Integrated
Pest Management Manual”, edited by Tim Abbey. CT DEEP highly recommends this resource,
hltp:Hcag.uconn.edu!documentsiT urfgrass—lPM-manual-s.pclf There is also an optional manual called
“Ornamental and Turf, Category 3 manual” available from Cornell, it cost $41.00 plus shipping and handling.
https:ffwww.cornellstore.comf3 ~Ornamental-And-Turf Check for used copies of these books with your
colleagues or online, yes, even check Amazon. We look forward to meeting with you in the very near
future, Best Regards, Candace Bartholomew, Course Coordinator and Instructor

Order: 144831

Store: UConn Extension

Date/Time: December 22, 2020 11 :32:50 AM EST

Total: $375.00

Billed To:

JEFFREY MINDER

DPW GARAGE

725 OLD POST ROAD

FAIRFIELD, CT

06824

United States

. Contact Email:
JMinder@fairﬁeldct.org

Payment Information:

Payment Type: Credit Card
Credit Card Number: XXXXXXXXXXX 1005
Reference Number: 20201222000039

- Card Type: American Express
Terminal ID: XXXXXXXXXXXX230
Additional Amount: -
Processor Transaction ID: 000644802773064

Approval Code: 204759



Review Order

Payment Information

Billing
Payment Details Information Summary

American XXXXXXXXxxx1005 JEFFREY Ornamental and Turf
Express MINDER Short Course:

DPW GARAGE

725 OLD POST

ROAD Tax:

FAIRFIELD,CT

06824

United States Total: +

T Business Correspondence Address

UCONN MARKETPLACE

233 GLENBROOK ROAD UNIT 4231
STORRS, CT 06269-4231

UNITED STATE OF AMERICA

$375.00
$0.00

$375.00

' Change Payment Information

Contact Information

JMinder@fairﬁeldct.org



You have received this email from extensionslore@

Order Receipt

Thank you! Please note,

Pesticide Applicator CORE MANUAL

Thank you for your order. Please allow 5-7 business da
on the CT DEEP website: hllps:h’porlal.ct.gow’DEEP/PestfcidesfF‘esticide-Management-Program

Order:
Store:
Date/Time:
Total:

Billed To:

JEFFREY MINDER
DPW GARAGE

725 OLD POST ROAD
FAIRFIELD, CT
06824-6684

United States

. Contact Email:
: JMinder@FairﬁeldCT.org

* Payment Information:
 Payment Type:

Credit Card Number:
Reference Number:

¢ Card Type:

- Terminal ID:

- Additional Amount;

Processor Transaction ID:
Approval Code:

Address Verification Result:
Security Code Validation Result:
Validation Code:

*** Card Not Present ***

Shipping Information:

Shipping Information:

Delivery Method:

Item A

Pesticide Applicator CORE MANUAL

Order Information:
First Name
JEFFREY

uconn.edu in response to your Qrder,

144832

UConn Extension

December 22, 2020 11:38:03 AM EST
$46.64

Ship To:

JEFFREY MINDER
DPW GARAGE

725 OLD POST ROAD
FAIRFIELD, CT
06824-6684

United States

charges will show on your debit/credit card
as "UConn Marketplace”,

ys for delivery. All stale exam information can be found

Credit Card
XXXXXXXXXxX 1005
20201222000040
American Express
XXXXXXXXXXXX230
000626917469076
226894
z
M
135255
US Mail
Stock Number Quantity Unit Price Detail Total
CoreManual 1  $36.00 $36.00
Subtotal; $36.00
Shipping: $10.00
Tax: $0.64
Total: $46.64



Jz ik Mind=v"

Town of Fairfield
AMERICAN EXPRESS

RECONCILIATION VOUCHER

DEPARTMENT: DPW Operations
DATE: 5)3-A)
] ACCOUNT AMOUNT
0095020 — Y330 91,99
e . = N
2100500 = § Klod Q70 .7
S¥/0n s=r.  (slleen 2997
Total s LTS EEN

r——

Approved for payment by: X Y

Defartment Head

AmEx Detaijl Statement Attached



Sign-up For Online

AMERICAN

BHREE p Statements
Corporate Purchasing
Ca rdmember Report www.americanexpress.com/gopaperless
Prepared For Account Number Closing Date - e
JEFFREY MINDER XXXX-XXXXX2-32003 08/13/21 Page 1 of 2

TOWN OF FAIRFIELD

Balance
Previous Balance § New Charges $ Other Debits § Payments $ Other Credits $ Due $ Do Not Pay

98.4ﬂ| 31 G.QqL 0.00 Qﬁ.ﬁ'r 0.00] KA LR Y] For important information
regarding your account

refer to page 2.

For yoarecords only - do not pa_y:

For assistance or questions about your account, contact us at www.americanexpress.com/checkyourbillor call
Customer Service at 1-800-492-4920

A mbicot “Date reflects either transaction or posting date
Activity

Card Number XXXX-XXXXX2-32003 R e AmountS
(0712321 CORPORATE REMITTANCE RECENVED o723~ — 9644
07/28/21 CLDTKN PAYPAL *YAHOO 8664381582 o] 10072296329 24.98
REF# 10072296320 8664381582 07/27/21 sz helow

ECOMMERCESERVICES
ROC NUMBER 100722963290
08/12/21 SIRIUS XM RADIO INC. 888-635-5144 NY 21.94
REF# T1,199C3DA2 RADIO SERVICE 08/12/21 §I_J 3‘3@
08/03/21 VERMEERMIDATLANTIC.C ANNAPOLIS JUNCTION MD C) 270.00
REF# NT_JYLAQUXC 3014985200 08/03/21 5—6’20
Total for JEFFREY MINDER New Charges/Other Debits 316.92
Payments/Other Credits -96.44
Y
/ :

) ST}("L le.

+0 |Cwa

Do not staple or use paper clips o /:} ﬁ.\,ﬂ~ % ‘3 e ¢, 15digit account
Payment Coupon @ ar on all payments.

JEFFREY MINDER
TOWN OF FAIRFIELD

725 OLD POST RD . o
FAIRFIELD CT  06824-6689 e ey e

update your address,
phone number, or email.



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Thursday, June 15, 2023 2:47 PM

To: Minder, Jeffrey

Cc: Cottell, John; Saxl, Concetta; Courtemanche, Joanne; ‘Christopher Sugar'; Kaczegowicz,
George

Subject: RE: HR Review

Thank you very much for the prompt responses. This is very helpful.

From: Minder, Jeffrey <IMinder@fairfieldct.org>

Sent: Thursday, June 15, 2023 2:39 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Cottell, John <JCottell@fairfieldct.org>; Saxl, Concetta <CSax|I@fairfieldct.org>; Courtemanche, Joanne
<JCourtemanche@fairfieldct.org>; 'Christopher Sugar' <csugar@Council4.org>; Kaczegowicz, George
<GKaczegowicz@fairfieldct.org>

Subject: RE: HR Review

Good afternoon Cathleen,

Please see below response to the review of the following charges.

* 12/16/20 Stop & Shop $70.01- I was instructed by my supervisor Doug Novak to purchase water and
soda for the DPW employee Christmas party.

® 12/23/20 Cornell Store Ithaca $53.68 - Book needed for continuing education for the UConn Turf and
Ornamental Short Course . Approved by Supervisor Doug Novak

e 12/23/20 UCONN marketplace $375.00; $46.64 — Signup fee and books needed for the UConn Turf and
Ornamental Short course. This is a continuing education course for licensing, knowledge of new laws,
fertilizer/insect management and industry practices pertaining to my position as Town Tree Warden.
Approved by Supervisor Doug Novak

® 7/12/21 Sirius Radio $6.44- Sirius Xm purchase for Dpw Superintendent Doug Novak. Office staff was
instructed by Doug Novak to use my credit card for the purchase.

e 8/12/21 Sirius Radio $21.94- Sirius Xm purchase for Dpw Superintendent Doug Novak. Office staff
was instructed by Doug Novak to use my credit card for the purchase

*Doug Novak was the DPW Superintendent at the time, who reviewed and approved all credit card purchases
before submitting to Finance for processing .

Jeffrey Minder

Tree Warden

Town of Fairfield DPW
725 OId Post Road
Fairfield, CT 06824-6690
T: (203) 256-3178

F: (203) 256-3187



From: Simpson, Cathleen <CSimpson@fafrfieldct.org>

Sent: Wednesday, June 14,2023 5:28 PM

To: Minder, Jeffrey <JMinder@fairfieldct.org>

Cc: Cottell, John <JCottell@fairfieldct.org>; Saxl, Concetta <CSaxl@fairfieldct.org>; Courtemanche, Joanne
<JCourtemanche@fairfieldct.org>

Subject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card user records for the years 2018-
2022. Attached please find the back up for the purchases listed below as well. For each of the charges listed

below, could you kind] y identify how the purchase relates to town business and/or the nature of the town
business.

12/16/20 Stop & Shop $70.01

12/23/20 Cornell Store Ithaca $53.68

12/23/20 UCONN marketplace $375.00; $46.64
7/12/21 Sirius Radio $6.44

8/12/21 Sirius Radio $21.94

Thank-you for your assistance with this matter. Please provide the information to my attention by the close of
business on Monday, June 19, 2023. If you have any questions or need additional time to provide the
information, please do not hesitate to contact me. I have copied your union representative who may assist you if
you so choose with this matter.

Gathteon . Flnpion
Geins of Frainfotel

allivan . Pl:d’yhcéwm Fan
725 Otd Pt Ppadd
Fiiisfted, CT OS24
(#75) 350. 6002



Simpson, Cathleen

From: Simpson, Cathleen

Sent: Monday, June 19, 2023 11:53 AM

To: Minder, Jeffrey

Cc: Cottell, John; Saxl, Concetta Courtemanche, Joanne; ‘Christopher Sugar’; Kaczegowicz,
George

Subject: RE: HR Review

Good Morning,
Thank you again for your quick response.

I want to apologize for failing to give you and your union representative more notice as well as further explanation
as to why HR is conducting this administrative investigation. | could have done better in hindsight and although |
hope to never have to be in a similar situation going forward, | have learned from this as to how to be more
sensitive to employees when having to issue such notice.

Because not all credit users identified the specific business reason for the purchase, we are seeking that
information from those that it may be unclear. We recognize that Department Heads signed off on your

Please be assured neither you nor your Department is being singled out. This is a global review of all Town credit
card holders based on the resident complaint,

We have partnered with Finance and Purchasing to revise the credit card policy to include better reporting forms
to ensure the business purpose is clear. We are also in the process of scheduling training and discussion on
purchasing and protocol as we are aware employees have not received such training and in some cases,
insufficient notice. My understanding is your Department has been utilizing the updated reconciliation forms

I hope this helps to clarify this for you and again, my apologies for not doing better with advance and proper
notice. My intent was not to cause undue stress or worry.



Best,

Cathleen

From: Simpson, Cathleen

Sent: Thursday, June 15, 2023 2:47 PM

To: Minder, Jeffrey <JMinder@fairfieldct.org>

Cc: Cottell, John <JCottell@fairfieldct.org>; Sax|, Concetta <CSaxl@fairfieldct.org>; Courtemanche, Joanne
<JCourtemanche@fairfieldct.org>; 'Christopher Sugar' <csugar@Council4.org>; Kaczegowicz, George
<GKaczegowicz@fairfieldct.org>

Subject: RE: HR Review

Thank you very much for the prompt responses. This is very helpful.

From: Minder, Jeffrey <JMinder@fairfieldct.org>

Sent: Thursday, June 15, 2023 2:39 PM

To: Simpson, Cathleen <CSimpson@fairfieldct.org>

Cc: Cottell, John </Cottell@fairfieldct.org>; Saxl, Concetta <CSaxl@fairfieldct.org>; Courtemanche, Joanne
<JCourtemanche @fairfieldct.org>; 'Christopher Sugar' <csugar@Councild.org>; Kaczegowicz, George
<GKaczegowicz@fairfieldct.org>

Subject: RE: HR Review

Good afternoon Cathleen,

Please see below response to the review of the following charges.

* 12/16/20 Stop & Shop $70.01- I was instructed by my supervisor Doug Novak to purchase water and
soda for the DPW employee Christmas party.

e 12/23/20 Cornell Store Ithaca $53.68 - Book needed for continuing education for the UConn Turf and
Ornamental Short Course . Approved by Supervisor Doug Novak

e 12/23/20 UCONN marketplace $375.00; $46.64 — Signup fee and books needed for the UConn Turf and
Ornamental Short course. This is a continuing education course for licensing, knowledge of new laws,
fertilizer/insect management and industry practices pertaining to my position as Town Tree Warden.
Approved by Supervisor Doug Novak

e 7/12/21 Sirius Radio $6.44- Sirius Xm purchase for Dpw Superintendent Doug Novak. Office staff was
instructed by Doug Novak to use my credit card for the purchase.

® 8/12/21 Sirius Radio $21.94- Sirius Xm purchase for Dpw Superintendent Doug Novak. Office staff
was instructed by Doug Novak to use my credit card for the purchase

*Doug Novak was the DPW Superintendent at the time, who reviewed and approved all credit card purchases
before submitting to Finance for processing .

Jeftrey Minder

Tree Warden

Town of Fairfield DPW
725 Old Post Road
Fairfield, CT 06824-6690
T: (203) 256-3178



F:(203) 256-3187

From: Simpson, Cathleen <CSimpson@fairfieldct.org>

Sent: Wednesday, June 14, 2023 5:28 PM

To: Minder, Jeffrey <JMinder@fairfieldct.org>

Cc: Cottell, John <JCottell@fairfieldct.orgs: Saxl, Concetta <CSaxl@fairfieldct.org>; Courtemanche, Joanne
<JCourtemanche @fairfieldct.org>

Subject: HR Review

Good Afternoon,

Human Resources is conducting an investigation concerning the use of Town issued credit cards by Town
employees. As part of our review, we took samples of credit card user records for the years 2018-

2022. Attached please find the back up for the purchases listed below as well. For each of the charges listed
below, could you kindly identify how the purchase relates to town business and/or the nature of the town
business.

* 12/16/20 Stop & Shop $70.01

® 12/23/20 Comell Store Ithaca $53.68

e