
 

 

 

 

City of Weston, WV 

Regular Session City Council Meeting 

Lewis County Courthouse 

January 3, 2023 at 6:00 p.m. 

Call In#: (415) 762-9988 

Meeting ID:  482-656-4989 

Pass Code: 269 

AGENDA 

Full Agenda Packets Available on www.City ofWestonwv.com 

1) Call to Order/Moment of Silence 

2) Pledge of Allegiance 

3) Roll Call 

4) Approval of Minutes 

Regular Session – December 5, 2022 

5) Visitor Section (5 Minute Time Limit) 

6) Presentations 

Jason Campbell - JC Films Studios – Grant from Lewis County Commission to Partially Fund a 

Movie in Lewis County 

7) Receive and File Reports of City Boards, Commissions, and Outside Agencies 

              Reports 

                     A.    Weston Cemetery Board - Next Meeting – Monday, January 9, 2023, at 9:00 a.m. at the     

                             Municipal Building. 

                     B.    Historic Landmark Commission - Next Meeting – Thursday, January 12, 2023, at 5:00  

                             p.m. at the Municipal Building. 

                     C.    Weston Planning Commission - Next Meeting – Wednesday,  

                     D.    Board of Parks and Recreation - Next Meeting – Friday, January 13, 2023, at 2:00  

                             p.m. at the Municipal Building. 

                     E.    Lewis County EDA - Next Meeting – Wednesday, January 25, 2023, at 5:00 p.m. at  

                            110 Center Avenue 2nd floor. 

                     F.    Board of Zoning Appeals - Next Meeting – Tuesday, January 10, 2023, at 6:00 p.m.                    

                            at the Municipal Building 

                     G.   Code Appeals Board - Next Meeting – Thursday, January 12, 2023, at 6:00 p.m. at the    

                            Municipal Building.     

                    H.    Outside Agencies 

                            Weston Housing Authority 

                            Request to Appoint Robert King to the Weston Housing Authority as a resident required  

                            by HUD (Action Requested) 

                            Request to Appoint Joyce Lamb to the Weston Housing Authority replacing a member  

                            (Action Requested)  

                    A.    Known Vacancies to be Filled - Board of Zoning Appeals - 1 available position  

      8)   Sanitary Board of Director  

      9)   Department Reports  

     A.   Finance – December Report in Packet 
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 Approval to move from the General Fund to the Vacant Structure Account (Action 

Requested) 

 Approval to move $3059.00 from the General Fund to Parks and Recreation (Action 

Requested) 

 Review of Proposed Financial Policies and Procedures (Action Requested) 

 Purchase Card Policies and Procedures (Action Requested) 

                  B.   Street Department - December Report in Packet.         

                  C.   Police Department – December Report in Packet. 

                  D.  Fire Department - December Report in Packet. 

                  E.   Building/Code/Zoning December Report  

                  F.   City Attorney Report 

                  G.   City Clerk – December Report in Packet. 

                  H.   City Manager Report 

 

10)  Old Business 

                 A.   Ordinance 2022-13 for the City of Weston to Acquire Property of 451 West Second Street 

                        (Action Requested) 

                 B.   Billboard/Zoning Discussion  

 

11)  New Business 

                 A.   Museum of American Glass State Culture & History Grant $1188.00 (Action Requested) 

                 B.   Municipal Fees Board Discussion About Appointing Members and Substitute Members 

                 C.   Single Line Audit/Use of Federal Funds Discussion 

                 D.   Ordinance 2023-01 Acquiring an Easement on Property on Reservoir Street (Action 

                        Requested) 

                 E.   Discussion of Annexation to B & O and First Due Fire 

 

        Reports of City Council 

12)   Adjournment 

 

 
Meeting Management Guidelines 

 Regular meeting agendas will be posted and available to the public before closure two (2) days prior to the 

meeting. 

 Person wishing to address City Council must register before meeting. 

 Agenda items may require an executive session motioned per WV Code 6-9A-4. 

 All votes are unanimous unless otherwise stated. 

 Roberts Rule of Order is utilized as a guide for all Weston City Council meetings.  
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Weston City Council 

Minutes 
Lewis County Courthouse 

117 Center Avenue 

December 5, 2022 at 6:00 p.m. 

 
Present:  Mayor Kim Harrison Edwards, Councilpersons Sherry Rogers, Randy Bohan, Debbie 

Gump, Herb Curtis, City Manager Nate Stansberry, City Clerk Judy Piercy, City Attorney Brian 

Bailey, Finance Director Susie Johnston, Interim Chief of Police Mike Posey, Chief Jimmy 

Suttle, Street Commissioner Mike Starett, Building/Code/Zoning Enforcement Officer Marty 
Lewis, and Sanitary Director Dee Evans. 

 

Call to Order/Moment of Silence: Mayor Harrison Edwards called the meeting to order at 6:00 

p.m. 
 

Pledge of Allegiance: Mayor Harrison Edwards asked everyone to please stand for the Pledge 

of Allegiance. 

 
Approval of Minutes:  Councilwoman Gump made a motion seconded by Councilman Bohan 

to approve the Regular Session Meeting of November 7, 2022 minutes, and the Special 

Session Meeting of November 21, 2022 minutes and the Special Session meeting of November 

28, 2022 minutes. Motion carried. 
 

Visitors Section (5 Minute Time Limit): Mr. Junior Kelley asked to speak about the Arnold 

Cemetery and presented to council pictures of the cemetery. Mr. Kelley would like to have a 

copy of the easement agreement made between the City of Weston and the property owner. Mr. 
Kelley did not want the street paved to the cemetery and wanted it plowed going downhill 

instead of plowing uphill, and he and the property owner have exchanged words when he goes 

to the cemetery. Mr. Kelley stated that Eagles Lawn Care did not keep the cemetery mowed nor 

picked up trash. Street Commissioner Starett informed council and Mr. Kelley that the Street 
Department plows the snow going downhill.  

 

Presentations: Ms. Victoria Stansberry coordinator of the Lewis County Blue Print informed 

council of a grant of $5200 (no match) called “Story Walk” for the Cultural Center. The grant will 
provide sixteen signs, four each at an undetermined location which will feature our local artists. 

Councilwoman Rogers made a motion seconded by Councilwoman Gump to approve 

submission for the Story Walk Grant for $5200 with no match. Motion carried. 

 

PVT Thomas Wright Bridge Naming Proclamation: City Manager Stanberry gave a brief 

overbrief of the dedication of the West Fourth Street Bridge over Polk Creek to PVT Thomas 

Wright. Mayor Harrison Edwards read the proclamation declaring the bridge to be named after 

PVT Thomas Wright on Wednesday, December 7, 2022. The dedication will be at the West 
Fourth Street Bridge over Polk Creek on December 7, 2022 at 10:00 a.m. Councilman Curtis 

made a motion seconded by Councilman Bohan to approve the proclamation for PVT Thomas 

Wright naming of the West Fourth Street Bridge. Motion carried. 
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Receive and File Reports of City Boards, Commissions and Outside Agencies: Mayor 

Harrison Edwards read aloud the dates of the schedule meetings for the City Boards, 
Commissions and Outside Agencies with the Lewis County EDA meeting was changed to 

December 7, 2022 at 5:00 p.m. at 110 Center Avenue, Weston, WV. 

 

Sanitary Board Director Report: Sanitary Board Director Evans provided a copy of her report 
in the packet. WSB Evans informed council that Synagro sent centrifuge out for repair and 

sludge removal has stopped until repaired. WSB Evans stated that she has not received any 

word from the DEP on the grant application for the AML Project. WSD Evans is working with the 

accountant on financials for project and annual report. 
Department Reports 

 

Finance Report – Monthly Report for December: Finance Director Susie Johnson provided in 

the packet for council the Expense Report for 07/01/2022 through 10/31/2022, the Month-to-
Month Gross Revenue, bank statements for General Fund, Payroll Account, Rainy Day Fund, 

Vacant Structures, Police Equipment Fund, Holding Account, K-9 Fund, Coal Severance Tax -

Fund, Vacant Structures, Police Equipment Fund, Holding Account, K-9 Fund, Coal Severance 

Tax Fund, and Community Development Fund/Park and Recreation. Finance Director Johnston 
informed council that she is down in Municipal Fees from last year by $6,079.30. Finance 

Director Johnston gave council the report of the Vacant Structure in the amount of $750 and 

asked for approval taking it from the General Account and depositing in the appropriate Vacant 

Structure Fund. Councilwoman Rogers made a motion seconded by Councilman Bohan to 
approve to take $750 out of the General Fund and deposit it to the Vacant Structure Fund. 

Motion carried. 

 

Reimbursement from Storm Water Fund to General Fund (Action Requested): City 
Manager provided council a current Storm Sewer Report and asked council for the 

reimbursement of $23,755.71 to be put into the General Fund. City Manager Stansberry 

provided council with a detailed report at the end of the FY 2022 cost. Councilwoman Rogers 

made a motion seconded by Councilman Bohan to approve $23,755.71 from Storm Water 
Fund to the General Fund. Motion carried. 

 

Street Department: November report was in the packet. Street Commissioner Starett informed 

council that with the vehicle maintenance and repair being done in house has saved the city 
money in labor. Street Commissioner Starett stated the property in Deanville will need the 

electric system updated and Building/Code/Zoning Enforcement Officer Marty Lewis and Street 

Foreman Tyler Strader will be doing the update. Street Commissioner Starett informed council 

that they will be working on getting the Street Department employees CDL License. 
 

Police Department:  November report was in the packet. City Manager Stansberry informed 

council that Interim Chief Mike Posey is doing a tremendous job within the last three weeks. City 

Manager Stansberry stated that he has received applications for the position that was 
advertised in the Weston Democrat. City Manager Stansberry informed council that we have 

three police officers, and they are doing the best that the can. 

 

Fire Department Report: November report was in the packet. Chief Suttle stated that it had 
been a busy November. Councilwoman Gump asked if the ladder truck was fixed, and Chief 
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Suttle said he has not taken it out of service yet, but it will only take a couple of days to get it 

repaired. 
 

Building/Code/Zoning Report:  November report was in the packet. Councilman Rogers 

asked Building/Code/Zoning Enforcement Officer Marty Lewis for an update on the property 

beside Ember Arts. Building/Code/Zoning Enforcement Officer Marty Lewis stated that it is now 
a waiting period, but they did go inside the building and the building was condemned. 

Building/Code/Zoning Enforcement Officer Marty Lewis explained the process before action 

could be taken towards the building. City Attorney Bailey explained the difference between 

condemning a building and a vacant building, and that this particular building was condemned. 
 

City Attorney Report: City Attorney Bailey asked council when they wanted to meet to work on 

the codification project. The council stated they will start again in January 2023. 

 
City Clerk Report:  Report was in the packet. 

 

City Manager Report: City Manager Stansberry gave an update of the various ongoings: 

 
- reiterated that Interim Chief Posey is doing a wonderful job and we did advertise the    

position in the Weston Democrat. 

- expressed the day-to-day functions at the city are keeping us busy. 

- stated the Christmas Parade was a big success and at one point we had vehicle lined up 
completely around the field. 

- informed council that the bridge dedication is December 7, 2022 at 10:00 a.m. and we are 

getting everything lined up for the event. 

- stated the camera equipment should be in around January 5, 2023 and Ravenrock 
ordered equipment and a few things are on back order. 

- informed the push camera that inspects drains the tool came in so they will be able to look 

at Ms. Hefner’s drain to help her out. 

- expressed that he thought the Sanitary Board was moving in a positive direction. 
- stated he spent a lot of hours at the skating rink, but it was a positive experience, and 

everyone liked it. 

- expressed that he attended for the first time Miracle on Main and enjoyed seeing our 

community coming together and had a wonderful time. 
Councilwoman Gump made a motion seconded by Councilman Bohan to approve all 

department reports. Motion carried. 

 

Old Business 

 

Ordinance 2022-11 Ordinance Reconfiguring and Redefining the Roles and Purpose of 

the Weston Tree Board:  City Manager Stansberry expressed per a conversation the Tree 

Board does have enough members to have a quorum and recommends that we give the Tree 
Board a chance to reconstitute. Councilwoman Rogers made motion seconded by Councilman 

Bohan to table indefinitely Ordinance 2022-11 Ordinance Reconfiguring and Redefining the 

Roles and Purpose of the Weston Tree Board. (Roll call of votes, Councilwoman Rogers 

yes, 
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Councilman Bohan yes, Councilwoman Gump yes, Councilman Curtis yes). Motion 

carried. 

 

New Business 

 

Ordinance 2022-13 For the City to Acquire Property at 451 West Second Street: City 
Attorney Bailey recommended to table the ordinance he is waiting on a response from the 

property owner until the next Regular Session Meeting. Councilwoman Gump made a motion 

seconded by Councilman Bohan to table the 2022-13 Ordinance for the City to Acquire 

Property at 451 West Second Street. (Roll call of votes, Councilwoman Rogers yes, 

Councilman Bohan yes, Councilwoman Gump yes, Councilman Curtis yes). Motion 

carried. 

 

Employee Yearend Incentives (Action Requested):  City Manager Stansberry stated the 
yearend incentive was not budgeted for specifically and the amount was $250.00 last year. 

Councilman Curtis made a motion seconded Councilwoman Rogers to approve the yearend 

incentive of $250 net for full time employees and $150 net for part time employees. (Roll call of 

votes, Councilwoman Rogers yes, Councilman Bohan yes, Councilwoman Gump yes, 

Councilman Curtis yes). Motion carried. 

 

City Manager Request for Leave (Action Required): City Manager Stansberry informed 

council that he will be working through until December 13, 2022 and will return January 3, 2023. 
City Manager Stansberry will be available through email and by phone. City Manager 

Stansberry has a week and a half of vacation time to use, and the remaining time will be unpaid 

leave. Councilwoman Rogers made a motion seconded by Councilman Bohan to approve the 

City Managers request for leave. Motion carried. 
 

Additional Paving Expense (Action Requested): City Manager Stansberry provided council 

with the invoice from Parrotta Paving for the pavement of the city streets and a copy of a 

request for revision to approved budget. City Manager Stansberry explained that some of the 
streets were in bad shape and more asphalt had to be put down to make it level but regardless 

we went over budget on paving. City Manager Stansberry stated the contract was specific to 

address price adjustments. City Manager Stansberry stated that we could pay Parrotta the 

amount we owe per the contract, or we can pay the amount we owe them per contract and 
leave it to them about the overage. City Manager Stansberry explained the process of a request 

for revision to approved budget. Council discussed taking the money from the ARPA Funding, 

but City Manager Stansberry was trying to prevent a single line audit. Joe Solberg, Assistant 

Finance Director went over the procedure for a single line stating they are expensive and would 
cost around $25,000. Councilwoman Rogers made a motion seconded by Councilman Bohan to 

approve to pay Parrotta Paving the amount owed taking the overage from General Funding and 

approve the request for revision to approved budget. (Roll call of votes, Councilwoman 

Rogers yes, Councilman Bohan yes, Councilwoman Gump yes, Councilman Curtis yes). 

Motion carried.  

 

Reports of City Council 
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Councilwoman Rogers Ward I thanked Mayor Harrison Edwards for hosting the Christmas 

Dinner. Councilwoman Rogers thanked the Street Department, Police Department, Fire 
Department and Building/Code/Zoning Marty Lewis, and City Manager Nate Stansberry, 

WV/Jackson Mill for the use of the bleachers, Shentel, Mike Holden for the use of the building, 

Lewis County First for the use of the property and Snider Construction for doing the concrete 

pad and some private donations. Councilwoman Rogers stated that everyone is working 
together, and the community appreciates it. Councilwoman Rogers thanked each department 

for the progress they are making. 

 

Councilman Bohan Ward II informed everyone that he had three different people from three 
different towns speak to Councilman Bohan about the improvements in our town, the 

cleanliness of the streets, the lights, and the activities. Councilman Bohan stated that one 

individual considered Weston the most Christmassy town in West Virginia this year. Councilman 

Bohan expressed the Christmas party was nice and thanked Mayor Harrison Edwards for 
having it. 

 

Councilwoman Gump Ward III thanked Mayor Harrison Edwards for the wonderful Christmas 

Dinner and the Hardman’s for what they are doing for our community. Councilwoman Gump 
expressed while driving to the meeting going down main and stated the snowflakes were 

dancing and that sight will never be anywhere else it puts you in the Christmas spirit. 

Councilwoman Gump thanked the city employees for their hard work and the Miracle on Main 

event even though it stormed went on to be successful. Councilwoman Gump would like to see 
next year the city work with the event to bring in more things for the event. Councilwoman Gump 

wished everyone a Merry Christmas and a Happy New Year. 

 

Councilman Curtis Ward IV thanked Mayor Harrison Edwards for the wonderful Christmas 
party. Councilman Curtis thanked the Hardman’s for a terrific job on the house getting it back to 

its roots they way it was built. Councilman Curtis thanked the city employees for all they are 

doing and the City Manager for the skating rink which was a good idea and heard a lot of 

compliments. Councilman Curtis and his wife have been driving down some of the streets and 
things are looking better and cleaner which shows people are getting along working together. 

Councilman Curtis wished everyone a Merry Christmas and a Happy New Year. 

 

Adjournment 
 

Councilman Curtis made a motion seconded by Councilman Bohan to adjourn at 7:34 p.m. 

Motion carried. 

 
Attest: 

 

_____________________________ 

Mayor, Kim Harrison-Edwards 
 

 

 

____________________________ 
City Clerk, Judy Piercy 
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WESTON SANITARY BOARD 

702 N. MAIN AVENUE 

WESTON, WV 26452 (304)269-1300 

MONTHLY REPORT 

JANUARY 3 , 2022 

 

PROJECT UPDATES 

PHASE I PROJECT  

• A Charge Order in the amount of $125,044.63 was approved at the last WSB meeting on December 

12, 2022.  SYNAGRO has agreed to split the cost of equipment rental fee.  As of 12/12, the total 

amount of Dry Tons removed was at 360 of the 630 bid for removal.  The Change Order would add 

another 136 Dry Tons for removal. 

AML PROJECT 

 Still no word from the DEP on the grant application for the AML Project submitted to the DEP 

JACKSONS MILL PROJECT 

 This Project has been awarded to a contractor and preparations are underway to begin 

construction soon.   

 WVU has decided to pursue a different funding source for this project.  An application has been 

submitted by WVU to the WV IJDC for a grant to offset the cost of constructing the system. 

PHASE II PROJECT 

• It was decided that the PER that must accompany the IJDC application will be submitted on Feb 10.  

This will give the Accountant more time to prepare the Annual PSC Report and Rule 42 for the 

Project. 

 

20 YEAR MAINTENANCE COST ESTIMATE 

 The  Cost Estimate that I put together for the City needs to be reformatted.  We are working 

with a representative of RK & K for determining what that format needs to be. 
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COLLECTION/TREATMENT 

PLANT  

 SYNAGRO had Centrifuge out for repair for several days/weeks. 

 New Potable H2O line was frozen for almost a week.  Thawed. 

 Two Plant employees out with COVID 

 Weekly UV and Filter Cleaning & Maintenance 

 Cleaning and Maintenance on Screens, buildings, filter membranes, UV, chlorine building and 

garages. 

 Lab Sample deliveries 4 days a week 

       COLLECTION 

• Freezing Temps caused many issues with customer lines on their property 

• Miss Utility Mark-outs 

 PUMPS 

 Pulled Pumps: Weston Manor, Kincheloe, Hickory House, Station 7, Cemetery, Ford Garage, 

Grease Pit 

        JET CALLS 

 26 Jet Calls     7 Mains   19 Laterals 

 

DIRECTOR/OFFICE 

 Working daily on financial reporting for Annual PSC Report and Financial Reports for Project as 

well as Rate Analysis with Accountant. 

 Work continues with independent contractor regarding BVTTSCC Project Resident Issues 

 Continue to aggressively work on delinquent accounts.  Water terminations to be done in 

January/February. 

 Mediations set for January with Steptoe & Johnson Attorney regarding ongoing case with 

BVTTSCC resident 

 Ongoing Discussions/Meetings with Potesta regarding Phase II Sludge Removal Project 

 Discussions with WVU and Engineering firm regarding new water and sewer lines 

 Multiple Past Due Phone Calls and Follow-Up Calls made 

 Negotiating with customers for Deferred Payment Arrangements 

 Weekly Department Head Meetings with City Manager 
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 Monthly Adjustments 

 A/P, Payroll, Reporting, PEIA, PERS 

 Daily/Weekly conversations with Engineers/Special Council regarding project  

 Working with customers to obtain assistance from Mountaineer Rental for past due WSB Bills 

 

 

 

 

_________________________________________________________ 

Dee Evans, Director 
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City of Weston 

Financial Procedures and Policies 

 

 Invoice Processing 

● Invoices are received and coded first by the department head of the relevant 

department, before being forwarded to the administrative assistant.  

● Invoices are put into Pending folder for City Manager approval. 

● City Manager reviews all invoices and approves for payment. City Manager also 

reviews codes with administrative assistant for financial tracking. 

● Approved invoices are put into Invoices to be Paid folder for payment. 

● Assistant Finance Director or Finance Manager prepares appropriate payment 

type (check, ACH, other) and submits them for final distribution to the City Clerk 

each Friday. 

● All invoices paperwork is filed alphabetically by vendor in financial filing cabinet. 

Each year, files are moved out to storage and stored per the Document 

Retention Policy. 

 

Cash/Check Processing and Deposits 

● Cash/Checks are received and processed by a city staff member (Administrative 

Assistant). 

● Cash deposits are prepared with a paper deposit slip and taken to the Assistant 

Finance Director or the Finance Manager for taking to the bank. 

● Check deposits are prepared by the Administrative Assistant and then 

transferred to the Assistant Finance Director or the Finance Manager for final 

deposit. All checks should be deposited on site using Remote Deposit Capture 

machine. 

● Checks which have been deposited remotely should be stamped “scanned,”and 

stored with the deposit receipt they correspond to, and retained according to the 

applicable financial institution’s retention policy, or the City of Weston’s document 

retention policy, whichever is greater. 

● Deposit Receipt is always attached to paperwork and coded for financial tracking. 

● Payments made against invoiced amounts and against B&O taxes will be 

processed by the Administrative Assistant. 

● Payments against non-invoiced amounts (with the exception of B&O taxes) will 

be brought to the Assistant Finance Director or the Finance Manager for revenue 

line coding and deposit preparation. Deposits can then be completed by remote 

capture/by written deposit  

Page 33 of 76



● All cash and checks should be deposited on day they are received in office. Only 

in special circumstances should cash/checks be stored in office. When this 

occurs, all open deposits are to be locked in a safe and secure place. 

 

Credit Card Processing 

● The Administrative Assistant will process all credit card payments on invoiced 

amounts when the card is presented in person. 

● No less than semimonthly, the Administrative Assistant will reconcile online 

Credit Card or ACH Payments in the bookkeeping software.  

Bank Statement Reconciliation 

● Bank Statements are downloaded monthly by the City Manager or received by 

any city staff. 

● City Clerk reviews and reconciles the bank statements against financial software 

and informs the Assistant Finance Director and/or Finance Manager of any 

discrepancies. 

● Assistant Finance Director and/or Finance Manager researches and work to 

address and resolve any discrepancies. 

● After the reconciliation is complete, the reconciliation summary should be printed, 

attached to a printed copy of the bank statement This packet can then be filed in 

a binder for bank reconciliations.  

●  City council, reviews each reconciled bank statement as part of their monthly 

meeting and approves the review.  

Capitalization Policy 

● All acquisitions of property and equipment donated or purchased with an 

individual value of $5,000 or more and a useful life of two years or more will be 

capitalized. Property and equipment are carried at cost or, if donated, at the 

approximate fair market value at the date of the donation. 

Check Writing Policy 

 

● Checks will be written weekly, or as needed by either the Assistant Finance Director or 

the Finance Manager. 
● In special circumstances that require immediate payment when the Assistant Finance 

Director or Finance Manager are unavailable the City Manager can produce and print 

checks. (Documentation is considered pending until the Finance Manager reviews and 

confirms) 
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● All checks require the signature of the City Clerk (or the City Manager when the City 

Clerk is unavailable) and the signature of the Mayor (or Vice Mayor, when the Mayor is 

unavailable). 
● All check stubs are to be filed with invoices and paperwork for backup information. 

 

 

 

Payroll 

● Each employee will fill out and sign their timesheet that has been provided by the 

Finance Department.  

● Each Department head will review their own departments time sheets before 

forwarding them to the Assistant Finance Director or the Finance Manager 

● Payroll, withholding, and related expenses will be processed by the Assistant 

Finance Director or the Finance Manager. 

● Before final disbursement, the Assistant Finance Director or Finance Manager 

will review the planned payroll schedule with the City Manager. 

Petty Cash 

● Petty cash in the amount of $250 will be kept by the Administrative Assistant for 
the primary purpose of making change for citizens. 

● Purchases may be made using Petty Cash funds, only if an itemized receipt and 
exact change is returned to the Petty Cash drawer. 

● Cash being removed from the Petty Cash Drawer for the purpose of making a 
purchase must be recorded in the Petty Cash Log. 

● The petty cash fund will be counted daily and reconciled weekly.  
 
Personal Loans 
 
● Personal loans and cash advances to any staff member, including the City 

Manager, are strictly prohibited.  
 

Budgeting and Reporting 

● The City Manager and Finance Manager will prepare an annual budget that will 

be approved by the City Council and forwarded to the State Auditor’s office for 

approval. 

● Expenses will be compared with the budget on a monthly basis. This report will 

be reviewed by the City Council monthly at the regularly scheduled council 

meeting. 
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● Budget revisions shall be conducted in advance of an overage of a subaccount of 

the budget per the State Auditor’s Office’s requirements. 

Accounting System 

● The agency will use QuickBooks financial software to keep complete books for 

the organization. The software will be accessible on site at the city building, and 

backed up remotely.  

● All transactions entered into QuickBooks will be supported by proper 

documentation filed as described in these policies.  

Outside Assistance 

● Outside Assistance, such as a CPA Firm, may be contracted for such purposes 

as, but not limited to: making adjusting entries to accrued expenses, maintaining 

capitalized accounts and depreciation schedule, working through particular 

problems as needed. This outside assistance shall not exceed $5000 per annum 

unless otherwise authorized by Council.  

● Outside assistance, such as a payroll processing firm, may be contracted for 

such purposes as, but not limited to: payroll processing, including tax and liability 

processing. Any outside assistance estimated to incur costs over $5000 per 

annum shall be authorized by Council.  

 

Purchasing Cards 

● The Finance Manager or someone designated by the Finance Manager shall be 

the P-Card Coordinator  

● When a payment is made with a Purchasing Card (P-Card) all state protocols 

must be followed. 

● A receipt or other documentation for the purchase should be given to the 

Assistant Finance Director of the Finance Manager in a timely manner. 

● The Assistant Finance Director or the Finance Manager should record these 

purchases in the bookkeeping software in a timely manner - usually a week 

before the payment is due so that we can authorize payment with everything 

accounted is my suggestion) 

● When statements arrive, they will be processed like any other invoice.  

 

Procurement Policy 

● The City Clerk shall be the chief Procurement officer. 
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● When supplies of a general nature are needed (e.g., office or janitorial supplies), 

the need should be communicated to, and approved by, the relevant department 

supervisor. That department supervisor, after considering their department’s 

budget, should then communicate their need to the City Clerk. 

● When supplies of a technical nature, costing less than $750 per unit (e.g., nuts, 

bolts, pipe), are needed, the need should be communicated to the relevant 

department supervisor. That department supervisor, after considering their 

department’s budget, may then procure the supplies using their P-Card. 

● When supplies of a technical nature, costing more than $750 per unit (e.g., police 

cruisers, asphalt, gravel), are needed, the need should be communicated to the 

relevant department supervisor. That department supervisor, after considering 

their department’s budget, should request a Purchase Order (PO) number to be 

assigned to the need by the City Clerk. After a PO number has been assigned, 

the purchase may be made, with an itemized invoice being delivered to the city. 

● Additionally, those guidelines laid out in West Virginia Purchasing Division 

Procedures Handbook, July 1, 2020, or newer edition if available, should be 

considered salutary guidance, and followed when applicable.  

● Weston City Council has set forth the following delegated spending thresholds: 

Purchases $5,000 and Less: Competitive bids are not required but are 

encouraged when possible 

Purchases $5,000.01 to $25,000: A minimum of three written quotations  are 

required, when possible, and the lowest bid meeting specifications must be taken 

before council for final approval. All bids must be present in the file. 

Purchases $25,000 and up: A minimum of three written bids are required, and 

must be acquired through a competitive bid process, as defined by the State of 

West Virginia, and must be finally approved by the city council. 

● When written bids are needed, a Request for Proposals (RFP) or Request for 

Quotations (RFQ) may be prepared by the relevant department(s) and the City 

Clerk, and distributed by the City Clerk. 

● When considering verbal and written bids, preference may be given to vendors 

located within the city limits of Weston provided that that vendor’s bid is within 

5% of what would otherwise be the lowest bid. After preference for businesses 

within city limits is considered, preference for businesses within Lewis County 

may be considered, with the same parameters.  

Record Retention 

Financial records shall be maintained for 10 years, and then discarded, provided that an 

external audit has already been completed. 
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Internal Controls Chart 

This chart is for informational and summary purposes only. When a conflict is found 

between his chart and the policy, the policy should be followed. 

City Manager 
-Approves all invoices and 
payments 
-May sign checks  
-May print checks if needed 
-Works with Finance Manager 
to prepare annual budget 

 

City Clerk 
-May sign checks 
-Reconciles monthly bank 
statements 
-Acts as chief procurement officer 

Administrative 
Assistant  
-May receive mail 
-May receive payments 
and prepares deposit 
-May receives and posts 
all non-invoiced deposits 
and transactions into 
financial software 
 

Finance Manager 
-P-Card Coordinator 
-May prepare all payments 
-May print checks 
-May finalize and make 
deposits. 
-Work with the City Manager 
to prepare the annual budget. 
-May sign checks 
-Receives, enters, and tracks 
P-Card receipts.  

Assistant Finance Director 
-May prepare all payments 
-May print checks 
-May finalize and make deposits. 
-Receives, enters, and tracks P-
Card receipts.  
 

Outside Assistance 
-Maintains depreciation 
schedule 
-Makes adjusting entries 
when needed. 
-Payroll Processing 

Mayor 
-May sign checks 

 

Vice Mayor 
-May sign checks  

Department Heads 
-Reviews timesheets of 
their own department 
-Codes all invoices for 
financial entry 
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Section 1.0: Introduction 

 

The Purchasing Card (P-Card) is the preferred method of payment providing an efficient and effective process 

for the payment of expenditures incurred by Local Government Entities. The P-Card effectively decreases 

program costs and offers increased control and monitoring of payments.  An effective P-Card Program will also 

reduce the paperwork and time associated with the payment processing function. 

 

1.1 Overview 
 

The Local Government P-Card Program was created and implemented in 2008 by West Virginia Code, §6-9-2a, 

and is governed by Legislative Rule, 155 CSR 6.  The State Auditor’s Office Local Government P-Card Division 

serves as the Program Administrator for the Local Government P-Card Program. Local Government entities 

subject to the auspices of the State Auditor’s Chief Inspector are eligible to participate in the program.   

The governing body of the Local Governmental Entity is responsible for managing the program and each 

administrative organizational unit is responsible for managing its Cardholder’s accounts. 

 

1.2 Policy Adoption 
 

Officials of each Local Governmental Entity are responsible for establishing, maintaining and enforcing Local 

P-Card Policies and Procedures.  This Manual establishes minimum standards for the use of the State of West 

Virginia Local Government P-Card and may serve as a framework for local officials to fulfill that responsibility.  

Individual transaction limits and credit limits shall be determined by each Entity P-Card Coordinator upon 

approval by the State Auditor’s Office Local Government P-Card Division. 

 

It is the Entity’s coordinators and cardholders responsibility to be knowledgeable of and to follow all P-Card 

policies and procedures, as well as all applicable purchasing laws and guidelines. Other members of Entity staff 

with reviewing and approving responsibilities (entity officials, finance manager, department heads, directors, 

managers, supervisors, etc.) should also be knowledgeable of program requirements. 

 

The P-Card is a method of payment and should not be considered a substitute for proper procurement 

procedures.  Each Entity should develop and document appropriate internal control procedures to ensure proper 

oversight and that P-Card usage is consistent with this manual, and to develop guidelines for distribution to 

cardholders.  In those cases where it has been determined that Entity controls are not adequate, the Auditor’s 

Office Local Government P-Card Division has the authority to request procedural improvements and/or place 

the card restrictions on the Entity until such controls are established, documented and implemented. 

 

Participation in the P-Card Program may be revoked if an entity fails to institute and enforce policies and 

procedures related to the program. 
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1.3 Definitions 

Auditor’s Office - West Virginia State Auditor’s Office. 

 

Cardholder - Employee (or non-employee) whose name appears on the Purchasing Card and is accountable 

for all charges made with that card.  

 
Cardholder Account Number - The individual account number assigned to each Entity payment account. 

 
Cardholder Agreement Form - A form signed by the cardholder that acknowledges that the cardholder has had 

adequate training, understands the P-Card Policies and Procedures, and accepts responsibility for compliance 

with all policies and procedures.  

 
Card Verifier – Employee(s) within the organization responsible for verifying that all charges against the 

Cardholder’s account are backed up by supporting documentation and appropriate for the operations of the 

Entity.  Frequently they will document this review and approval by signing the weekly or monthly log sheet of the 

employee.     

 
City Finance Manager – The individual responsible for oversight of the financial activity within a spending unit. 

 

Disputed Item - Any transaction that was not authorized by the individual cardholder. 

 

Entity Officials - The elected body or appointed governing board of an Entity. 

 
Electronic Signature – An electronic sound, symbol or process attached to or logically associated with a record 

and executed or adopted by a person with the intent to sign the record.  (See West Virginia Code §39A-1-2(8)). 

 
Financial Institution – The organization that has contracted with the Auditor’s Office to administer certain 

aspects of the Local P-Card Program.   

 
Fraud – is a deception deliberately practiced in order to secure unfair or unlawful gain. 

  
Goods - Materials, supplies, commodities, equipment, and any other articles or items used by or furnished to an 

Entity. 

 
Hospitality – Food, nonalcoholic beverages, and related expenses for the reception of guests by an Entity for a 

specific event or function relating to conducting Entity business. 

 
Individual Statement - A listing of transactions available monthly to the cardholder indicating all activity on an 

individual P-Card. 

 
LG P-Card Account Administration Worksheet - A file that initiates the P-Card issuance process, account 

maintenance, new billing accounts and coordinator changes. 

Local Governmental Entity - means any unit of local government within the State subject to the auspices of 

the Chief Inspector, including a county, county board of education, municipality, and any other authority, board, 

commission, district, office, public authority, public corporation, or other instrumentality of a county, county board 

of education, or municipality or any combination of two or more local governments. 
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Master Billing Account Number - The master account number assigned to each Entity for billing purposes. 

 
Master Statement - A list of transactions available monthly to the Entity P-Card Coordinator indicating all activity 

on each individual P-Card that rolls up to that Entity’s master account number. 

 
Non-Employee – an individual who is not employed with the entity but performs functions for the local 

government for which they are issued a P-Card. 

 
Official Use - Payments made by a cardholder on behalf of the Entity as permitted by law and P-Card Policies 

and Procedures. 

 
P-Card Coordinator - The City Finance Manager or individual designated by each Entity to administer the P-

Card Program within the Entity or an account of the Entity.  

 
P-Card Delegation - The practice of allowing an individual other than the cardholder whose name appears on 

the front of the P-Card to have access to the P-Card or P-Card number to initiate or complete a transaction. 

 
Program Administrator – The Director of the Local Government P-Card Program in the State Auditor’s Office 

Local Government P-Card Division.    

 
Purchasing Card (P-Card) - A payment account issued in the name of an individual employee of the Local 

Government Entity or non-employee for official use. 

 
Receipt - An itemized document indicating the vendor, the price per item, and the total amount charged in a 

transaction. 

 
Spending Unit – All local governments within the state, including a county, county board of education, 

municipality, and any other authority, board, commission, district, office, public authority, public corporation, or 

other instrumentality of a county, county board of education, or municipality or any combination of two or more 

local governments except those statutorily exempted. 

 

Transaction –The payment for goods and services and other items. 

 
Transaction Limit - The maximum dollar amount permitted in any single transaction. 

 
Vendor - The supplier of goods or services to a Local Government Entity. 
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1.4  Training 

The State Auditor’s Office Local Government P-Card Division shall provide training to all cardholders and 

program coordinators. Training may be in person, or in a format approved by the State Auditor’s Office Local 

Government P-Card Division.  

All Entity Program Coordinators shall receive training/education designed and approved by the State Auditor’s 

Office Local Government P-Card Division within thirty (30) days of assuming the duties of the position. 

Designated training/education may be required annually.  P-Card Program Coordinators who successfully 

complete all applicable designated Coordinator training are not required to undergo any required Cardholder 

training. 

 
Effective July 1, 2019, Entity employees who will be issued and/or use a P-Card must have successfully 

completed a training session specifically designed for new cardholders. All current cardholders should 

complete refresher training before their P-Card is reissued. Training on specific Entity purchasing policies and 

guidelines will be provided by the Entity.   

Section 2.0: P-Card Issuance and Maintenance Procedures 
 

2.1    Designation of a P-Card Coordinator 

The city’s Finance Manager or his or her designee shall serve as the spending unit P-Card Coordinator.  P-

Card Coordinator(s) are specified by a representative of the Entity Officials through the preparation of the 

LG P-Card Account Administration Worksheet which must be submitted to the State Auditor’s Office. 

Additionally, Entity Officials (or a representative) should designate an individual to act as a backup P-Card 

Coordinator in the event the primary Coordinator is unavailable to perform his or her duties.  An Entity may 

have multiple P-Card Coordinators or P-Card sub-Coordinators who may be delegated some or all of the 

coordinator’s responsibilities. Sub-Coordinators may be appointed by the Entity Officials (or a representative) 

or the P-Card Coordinator.  P-Card Coordinators and sub-coordinators must complete State Auditor’s Office 

training within 30 days of assuming responsibilities.     

The designated individual(s) shall be responsible for the administration and oversight of the Entity’s P-Card 

internal control system, which includes the appropriate accounting of transactions and ensuring P-Card use is 

for valid government purposes.   

 

2.2 Obtaining a P-Card 
 

P-Cards are issued at the request of the Entity P-Card Coordinator.  Cardholders should be full-time 

employees of the Entity.  Cardholders must sign a Cardholder Agreement (Exhibit A). If an individual is a Non-

Employee of the Entity they must still sign a Cardholder Agreement. P-Cards will not be issued by the State 

Auditor’s Office without a signed Cardholder Agreement. The Entity P-Card Coordinator is required to 

maintain a copy of the Cardholder Agreement Form.   

 
The P-Card Coordinator is responsible for assigning the credit and transaction limits as well as any other 

applicable restrictions for use of the P-Card. The coordinator can assign this through the financial institution’s 

electronic platform or by emailing the appropriate section of the LG P-Card Administration Worksheet to our 

global email address (wvlgPcard.gov). 

 
All new applicants are required to complete State Auditor’s Office training before P-Cards will be issued.   
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2.3 P-Card Activation 
 

P-Cards are generally mailed to the P-Card Coordinator.  Upon receipt, the coordinator should provide it to the 
cardholder. Cardholders are responsible for activating their own cards upon receipt and assigning a personal 
identification number (PIN) to their card.   
  

2.4 P-Card Account Maintenance  
 

P-Card Coordinators are responsible for performing card maintenance via the applicable provider 

platform.  The State Auditor’s Office is required to electronically approve certain account maintenance 

changes.  Alternatively, P-Card Coordinators may utilize the LG P-Card Administration Worksheet or 

email our office for maintenance items. 

 

2.5 Card Security 
 

It is the Cardholder’s responsibility to safeguard the P-Card and P-Card account number at all times. P-

Cards must be kept in a secure location and should only be used to process transactions by the respective 

Cardholder. In order to prevent exposure to fraud, the full P-Card account number should not be recorded 

electronically or on paper. All cardholders are required to sign the back of their P-Card upon receipt.  

P-Card delegation is prohibited.  P-Card delegation is the practice of allowing an individual, other than the 

cardholder whose name appears on the front of the P-Card, to have access to the P-Card or P-Card number to 

initiate or complete a transaction. P-Card delegation increases the risk of fraud and cardholder liability.  

 
If a Cardholder becomes aware of a charge to their P-Card that is potentially fraudulent in nature they must notify 

their Card Verifier and the P-Card Coordinator immediately.  Representatives of the Entity shall report all 

aforementioned instances to the State Auditor’s Office Local Government P-Card Division immediately. 

 
With the exception of ghost accounts, fleet cards, and certain other accounts, P-Cards are issued in an 

individual’s name.  Only the individual named on the P-Card is authorized to use it.  P-Cards can be issued in 

the name of the Entity upon approval by the State Auditor’s Office Local Government P-Card Division. These 

department cards shall have proper controls in place as to access and use and should be limited to specific 

users designated by department heads.  All users of a department card are still required to sign a Cardholder 

Agreement Form.  All Cardholder Agreement Forms for department cards must be submitted to the State 

Auditor’s Office Local Government P-Card Division to be kept on file.  Documentation should clearly establish 

the individual responsible for the purchase.  A Shared Purchasing Card Log Sheet (Exhibit B) must be kept to 

properly document who had access to the card, the date and vendor of every purchase the employee/non-

employee made, as well as when the card was returned.   

 
Immediately report lost or stolen P-Cards to the Financial Institution and the Entity P-Card Coordinator 

within 24 hours to limit cardholder liability.   

 
P-Cards must be cancelled immediately upon termination of or separation from employment. The P-Card 

Coordinator is responsible for ensuring that the P-Card is destroyed and that a Local Government Card 

Maintenance Form (electronic form at State Auditors Website)  is completed and submitted to the State 
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Auditor’s Office Local Government P-Card Division or that the account is terminated by the coordinator via the 

processing bank’s electronic portal. 

 

Section 3.0: Using the P-Card 
 

3.1 General Instructions 
 
The P-Card is a preferred method of payment for certain designated transactions or dollar amounts, when no 

additional processing fee will be incurred by using the P-Card.  All applicable laws, rules and regulations, P-Card 

Policies and Procedures, and other governing instruments must be followed, regardless of the method of 

payment.   

 
The P-Card may be used to make payments for goods, services, and travel that are not prohibited by P-Card 

Policies and Procedures, travel policies, or applicable laws, rules or regulations.  Personal charges are 

prohibited.  When an ineligible purchase has been made, the procedure laid out in section 3.8 of this handbook 

should be followed. 

 

3.2 Transaction Limit 
 
Individual transaction limits and credit limits are determined by each Entity P-Card Coordinator upon approval 

by the State Auditor’s Office Local Government P-Card Division.  It is a violation of policy to manipulate the 

ordering, billing, or payment process in order to circumvent established cardholder limits. 

 

3.3 Ordering 
 
Payments may be made with the P-Card by phone, fax, mail, secured internet site, or in person.  When paying 

by telephone, fax, mail, or internet, the vendor should be provided with a complete shipping address. 

 
Shipping and handling charges must be included in the stated price and the total charge may not exceed the 

cardholder’s assigned transaction limit. 

 
 

 

3.4 Tax Exempt Status and Disputed Charges 
 

Local Government Entities are tax exempt for sales tax and hotel/motel tax and should not pay tax to in-state 

vendors.  Cardholders should remind vendors that the Entity is tax exempt before initiating a transaction.   

 
The words “Tax Exempt” and the Entity’s tax identification number are printed on the P-Card.   

The cardholder may be required to provide the vendor with a copy of the Entity’s tax-exempt certificate. 

 
It is the cardholder’s responsibility to ensure charge accuracy.  Sales tax, incorrect shipping charges or other 

invalid charges to the card should be addressed immediately with the vendor by the cardholder.  If the situation 

is not adequately addressed by the vendor, the cardholder should initiate a dispute by calling the West Virginia 

State Auditor’s office and following instructions.   
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3.5 Convenience Fees and Surcharges/Checkout Fees 

Convenience Fees and Surcharges should be avoided whenever possible 
 

3.6    Travel 
 
The following types of travel expenses are eligible to be paid with a P-Card. 
 

1. Conference Registration Fees 

2. Lodging Fees 

3. Taxi or other Transportations Fees (i.e. Uber; Bus; Subway) 

4. Parking 

5. Airline Tickets 

6. Rental Cars 

7. Meals 

8. Fuel for City vehicles 

 

Total travel related daily P-Card spending for transportation, parking, and meals, should not exceed the 

federally recommended per diem for the relevant location. For more information, visit  gsa.gov/travel/plan-

book/per-diem-rates 

 

3.7 Hospitality 
 
Hospitality expenses are the provision of food, beverages, activities, or events for the purpose of promoting the 
local government. Specific documentation requirements exist for hospitality expenditures and that 
documentation must remain consistent regardless of the method of payment.  In addition to other documentation 
requirements, each hospitality event/function must be supported by an itemized receipt/invoice and a sign-in 
sheet (by first and last name) of function attendees.  Hospitality documentation should be retained for inspection.   
 

 

 

 

3.8 Usage Restrictions  
 
The P-Card can only be utilized for government related purposes.  West Virginia Code §11-8-26 states in part 

that “a local fiscal body shall not expend money or incur obligations for an unauthorized purpose”.  Furthermore, 

WV Code §6-9-2(c) stipulates that it is unlawful for any person to use a local purchasing card in any manner 

which is contrary to the types of payments authorized by the Auditor and governing policies and procedures.  

The following types of purchases are not authorized: 

1. Cash Advances (unless approved by the State Auditor) 

2. Gift Cards or any kind of gift certificate unless pre-approved by the State Auditor’s Office Local 

Government P-Card Division.  Entities must complete and submit Authorization for Purchases of Gift 

Card/ Certificates (Exhibit E) PRIOR to purchase.   

3. Purchases that are non-public in nature that would otherwise be considered an unauthorized expenditure 

(including personal purchases). 
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4. Personal purchases which are then reimbursed to the Entity. 

5. Meals that are not employee overnight travel or meals specifically excluded from taxability under IRS 

rules and regulations (See IRS Publication 5137 Fringe Benefit Guide) related and/or related to hospitality 

(as defined in Section 3.7). 

6. Returned goods should be credited to the P-Card.  Debit cards, gift cards, store credit, or cash are not 

an acceptable method of receiving funds for returned goods. 

7. Any purchase that violates the provisions of The Ethics Act (WV Code §6B-1) 

8. Alcoholic Beverages other than for resale 

 

When an ineligible purchase is made by mistake, the purchaser may be given the opportunity to rectify the 

expense by reimbursing the City for the ineligible expense. Reimbursement should be made by the offending 

employee in the form of personal check (or similar instrument) made out to the City of Weston. The P-Card 

Coordinator should prepare a detailed note about the transaction to be kept with the corresponding monthly 

statement. 

 

Section 4.0: Transaction Documentation, Reconciliation and Review 
 

Cardholders are responsible for the review, acknowledgement or dispute of all transactions that appear on their 

P-Card statement. Proper documentation (defined in Section 4.1) must be obtained and maintained for each 

transaction placed on the P-Card and must be maintained for inspection in accordance with record retention 

guidelines.  

 

4.1 Documentation Requirements  
 
All receipts for P-Card purchases must be detailed and itemized and be present for all charges on the 
Cardholder’s statement. Receipts should show all items purchased, not just a total amount. The same would 
apply for restaurant receipts. Payment-alone signature receipts will not be considered by the Auditor as proof of 
the purchase if it is not accompanied by the vendor’s itemized receipt.  
 

To document online purchases, the Cardholder should make a copy of the screen that indicates the purchase 

was paid with a credit card. The screen print should also show the date of the transaction, items purchased, and 

the total dollar amount. Just like other purchases, on-line purchases must be documented with detailed/itemized 

receipts. 

 

4.2  Review of Transactions 

 
The P-Card Coordinator within the organization responsible for verifying that all charges against the Cardholder’s 

account are backed up by proper supporting documentation and appropriate for the operations of the Entity.   

 

The P-Card Coordinator must document approval through a signature on the Cardholder’s monthly statement. 

  

Any suspicious transactions should immediately be brought to the attention of the P-Card Coordinator and/or 

the appropriate management level of the Entity.  Any discrepancies must be investigated and resolved. The 

disposition of each discrepancy must be documented and retained with the supporting documentation and/or 

statement of account. Cardholders are accountable for all discrepancies. 
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After all transactions have been reviewed and verified, the Card Verifier must forward the supporting 

documentation and individual account statements to the primary P-Card Coordinator who receives the master 

billing statement. 

 

4.3  Account Coding 
 

The P-Card Coordinator is responsible for assuring all expenditures are assigned to their appropriate line item 

in the Entities general ledger on a monthly basis.  Account coding is periodically reviewed by Finance Manager. 

Technology is provided for importing of p-card data and default account coding for Cardholder’s transactions.  

Cardholders may have default coding in which purchases are assigned automatically to a specific account.  The 

P-Card Coordinator is responsible for periodically reviewing this coding and related charges to ensure the 

coding is proper. 

 

4.4  Payment Process 
 

Entity Officials are responsible for ensuring that the master billing account is paid in full every month.  

 

The Entity shall remit all P-Card payments directly to the financial institution.  The financial institution should 

receive payments within twenty-five (25) successive, calendar days after the billing cut off on a standard monthly 

payment cycle.   

The Entity is required to pay the balance due regardless of pending credits or disputed transactions.  Resolved 

disputes and credits will be applied to subsequent bank statements or checks will be issued by the financial 

institution directly to the Entity. If an Entity fails to make required payments in a timely manner, the State Auditor 

may prohibit further participation in the program. 

 

Section 5.0: Fraud, Misuse and Abuse  
 

5.1 Fraud 

 

Fraud is a deception deliberately practiced in order to secure unfair or unlawful gain. For example, fraud occurs 

when the cardholder’s account information has been intentionally utilized for personal gain. Intentional use of 

the P-Card to make purchases for personal use or non-state business is fraudulent and is prohibited. 

If a Cardholder fraudulently uses their P-Card, the following actions could potentially take place, remediation 

may include any combination of the following: 

● P-Card Privileges Revoked 

● Termination of Employment 

● Legal Action 

 

Instances of unlawful use, possible fraud, misappropriation, or mismanagement with the P-Card shall be reported 

immediately to the Entity P-Card Coordinator.  The P-Card Coordinator shall report all aforementioned 

instances to the State Auditor’s Office Local Government P-Card Division within 24 hours of his or her 

discovery. Notification of card misuse to the State Auditor’s Office Local Government P-Card Division is 

REQUIRED, even if the instance was handled internally by Entity Officials.   
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The potential penalties for the unlawful use of a local purchasing card are outlined in West Virginia Code §6-9-

2c, a through d which states the following: 

 

“(a) It is unlawful for any person to use a local government purchasing card, issued in accordance 

with the provisions of section two-a of this article, to make any purchase of goods or services in 

a manner which is contrary to the provisions of section two-a of this article or the rules 

promulgated pursuant to that section. 

(b) It is unlawful for any person to knowingly or intentionally possess with the intent to use a 

purchasing card without authorization pursuant to section two-a of this article or the rules 

promulgated pursuant to that section.  

(c) Any person who violates the provisions of this section is guilty of a felony and, upon conviction 

thereof, shall be confined in a state correctional facility not less than one year nor more than five 

years, or fined no more than $5,000, or both fined and imprisoned. 

(d) A violation of this section may be prosecuted in the county in which the card was issued, 

unlawfully obtained, fraudulently used, used without authorization, or where any substantial or 

material element of the offense occurred.” 

 

Failure to comply with P-Card Policies and Procedures, rules, and law associated with the Local 

Government P-Card Program may result in revocation or limitation of P-Card privileges, a period 

of probation, or mandatory P-Card training in addition to any other discipline deemed necessary 

or appropriate by the Entity. 

 

5.2 Misuse and Abuse 

 

Misuse/Abuse is the improper, unlawful or incorrect use, compromise or misapplication of the P-Card. Examples 

include: 

• Failure to maintain security protecting your P-Card. 

• Paying for items in which the P-Card is not authorized for payment. 

• Purchase of authorized goods or services, at terms (e.g. price, quantity) that are excessive.  

 

If a Cardholder misuses their P-Card, the following actions could potentially take place: 

● P-Card Privileges Revoked 

● Termination of Employment 

● Legal Action 
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Section 6.0: Program Monitoring 

 

6.1 Entity Review  

Entity Officials are encouraged to conduct random reviews of transactions within their program. Various reports 
are available through the financial institution’s online management website or through the Local Government P-
Card Division.  Coordinators should be knowledgeable of the types of transactions appropriate for cardholders 
within their area of responsibility and review, and have the authority to request documentation for any transaction 
appearing on a cardholder’s account.  
 
 
 

6.2 State Auditor’s Office Review  

The State Auditor’s Office may perform a review or examination of the Entity’s P-Card Program at any time and 
issue a report that contains suggestions for improvements to the program.  This evaluation may be conducted 
by the Local Government P-Card Division or the Chief Inspector Division to determine compliance with Local 
Government P-Card Policies and Procedures. Relevant documentation related to the administration of the Local 
P-Card Program should be provided upon request. 
 

6.3 Failure to Follow P-Card Policies and Procedures 

 

The State Auditor’s Office may limit or revoke P-Card privileges, institute a period of probation or require 

mandated training for any Entity, if that Entity is found to have violated P-Card policies and procedures and failed 

to take corrective action. 

 

Section 7.0: Miscellaneous 

 

7.1 Record Retention  

The Entity shall maintain all documentation relating to the P-Card Program (cardholder applications, agreements, 

maintenance forms, training certificates, and transaction support documentation) until a post-audit review has 

been completed by either the State Auditor’s Office Chief Inspector Division or a firm approved by the Chief 

Inspector.  Furthermore, the City of Weston shall maintain these records for ten years as designated by the City 

of Weston Financial Procedures and Policies handbook..  
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December Report 2022 

 

Street Department 

 

 Repaired Christmas lights on Main Street 

 Removed sign off building on W 2nd Street when Hair salon business vacated 

 Broke down the skating alley at the Holt Property 

 Finished putting up the rest of the Christmas lights at the City Building 

 Put together stage and equipment on W 4th Street bridge for the Bridge 

Ceremony 

 Took bleachers back to the Jacksons Mill air strip from letting us use them 

for the skating rink 

 Attempted to camera sewer line for business on Main Street 

 Installed new gas line service and heaters inside the garage at the Deanville 

Property for storage of the Sweeper truck and Jetter truck 

 Installed a new 200-amp electrical service to the Deanville Property garage 

 Installed a new photocell at breaker panel beside Mountain Roots 

 Finished up drain line installment on Spring Street in the proximity of the 

Spring Street and 4th Street intersection 

 Winterized the buildings at the Street Department 

 Put blacktop millings down on Upper Walnut Street 

 Hauled out street sweepings from the Street Department to the Deanville 

Property 

 Installed handicap parking zone on Mid Avenue  

 Had new tires installed on the Skid Steer 

 Put blacktop millings down on dirt road leading to Deanville Property garage  

 Cut brush back on Cliff Street 

 Installed a DI lid on inlet side of drain on Spring Street 

 Painted no parking zone at the top of Reservoir Street for room for plow 

trucks to get turned around 

 Worked on getting the internal electrical wiring done at the Deanville 

Property garage 

 Finished winterizing the Deanville Property garage 

 Fixed leaking roof at the Deanville Property garage 

 Fixed drain on 11th Street  

 The Jetter truck and Sweeper truck are now in appropriate shelter for the 

winter 

 Did a full maintenance and service on the F550 

 Installed a light in the Explorer for Building Inspector 

 Finished prepping the salt spreaders and plows for the winter 
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 Cleaned out ditch along George Street 

 Installed new brake lines on the GMC 

 Installed new fuel filter on the Bucket truck 

 Had multiple employees work around the clock to salt and plow roads after 

past winter storm 

 Cleaned and organized shop, trucks, and tools 

 Weekly trash duty 
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Ordinance 2023-_________ 
 

First Reading ______________________ 
 
Second Reading ______________________ 
 
_________________________________________   ______________________________________ 
Kim Harrison-Edwards, Mayor                   Date                       Judy Piercy, City Clerk                        Date 
 

Ordinance Acquiring Easement on Lots 36 and 37 of Reservoir Street, Identified 

in the Lewis County Tax Office as District 07 Map 12 PID 6  

Whereas, the City of Weston has an opportunity to acquire an easement interest in property in the city 

limits; 

Whereas, the owner of the property at issue has given consent for Weston to acquire the easement; 

Whereas, WV Code §8-11-3(6) requires an ordinance for the purchase of private property by the 

municipality; 

The City of Weston now intends to acquire an easement to access an area to form a parking area and 

turnaround area on property identified in Lewis County Tax Records as: 

District 07, Map 12, PID 6 

This property is reasonably believed to be owned by Mr. and Mrs. Greg Vestri; Lots 36 and 37 as 

described in Deed Book 564 Page 607 located in the Lewis County Courthouse Record Room.   

Lot 36 described as: 

“1st. Lots Nos. 35 and 36 as shown on the ‘Plat of Arnold’s Addition to Town of Weston, 

W.Va.,’ of record in the office of the Clerk of the County Commission of the said County 

of Lewis in Deed Book No. 70, at page 163, and which said two lots form a compact 

boundary with outside lines as follows: 

‘Beginning at stake, corner to Lot 37, at the northeast edge of Porter Avenue, and 

running thence with said northeast edge of Porter Avenue, S. 56 1/2 E. 100 feet to stake 

at intersection of Porter Avenue with 16-foot Street; thence with the northwest edge of 

said 16-foot Street for 95 feet to stake; thence N. 56 1/2 W. 35 feet to stake; thence 

with line of same, N. 56 1/2 W. about 65 feet to stake, corner to Lot No. 37, and thence 

with line of same in a southwesterly direction for 100 feet to the place of beginning.’ ” 

Lot 37 described as: 

“(1) Lots Nos. 37 and 38 as shown on the ‘Plat of Arnold’s Addition to Town of Weston, 

W.Va.,’ of record in the office of the Clerk of the County Commission of the said County 

of Lewis in Deed Book 70, at page 163, and which said two lots form a compact 

boundary front for one hundred (100) feet on the north side of Porter Avenue of said 

Addition and extending back therefore with that width in a northerly direction with line 

of Lot No. 36 on the east and a line of Reservoir Street on the west for one hundred 

(100) feet to a 15-foot alley at the rear.” 

If any portion of this ordinance be declared unconstitutional, the remaining portions shall remain in full 

force and effect.   
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Why Annex?  
 

The City of Weston (current population 3,943) has a long vibrant history of being a center of activity and 

commerce for Lewis County. In the mid-20th century, Weston had a population of over 8,000 and was 

one of the premier cities in West Virginia. In recent history, Weston has seen a downturn in economic 

activity due to the effects of deindustrialization and free trade policies and a transition to a service 

based economy. Weston which sits along the intersection of US Rt. 19 & 33 was at the center of the 

main thoroughfare of commerce until the construction of I-79 outside of the corporate limits shifted 

transportation volumes and travelers outside of the corporate limits. The advent of the interstate 

system has changed the nature of commerce in municipalities and encouraged less dense development 

along the interstate and the gateways to them. With the coming completion of US 48 (Corridor H), our 

area will again see an increase and influx of visitors through these expanded highway districts.  

 

For our area to fully capitalize on this and continue to recover, grow and develop greater economic and 

quality of life amenities, Weston wishes to partner through annexation with the businesses and 

residents along these corridors to provide a greater a pool of resources to develop more efficient, self-

sufficient services. The hope is that these greater services will give visitors a reason to not only come to 

our region but attract those seeking quality of life to relocate. It is also believed that greater quality of 

life amenities will work to keep those who finish at our local higher education institutions in our area.   
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What Do We Do? 

The City of Weston is a Mayor-Manager form of government that consists of an elected Mayor and four 

residents that comprise four geographical wards who comprise the governing body otherwise known as 

the Weston City Council. The Council appoints a City Manager who is responsible for the day to day 

administration of the City and also a City Clerk, City Finance Manager, and City Attorney to assist in the 

administration and governing of the City of Weston’s affairs and services. 

 

Currently Weston provides building, police, fire, street, sanitary sewer and stormwater services to our 

residents and in the case of fire and sewer, not only our residents but those residents and businesses 

surrounding our area. The City also has two commissions-- The Historic Landmarks Commission and the 

Parks and Recreation Commission that also provide services.  

 

Weston Volunteer Fire Department 

The Weston Volunteer Fire Department currently has a paid chief and deputy and three other full time 

firefighters. These paid responders staff the firehouse continually 24 hours a day and provide support 

for fires, vehicle accidents, medical assistance calls and other needs within the City limits and to high risk 

of loss incidences outside of the City. The rest of the department is comprised of nearly 30 active 

volunteers who respond to incidents both inside and outside of the City limits when available. These 

volunteers currently receive no compensation for their efforts, and fund raise nearly 2/3rds of their 

nearly $100k annual funds needed to cover equipment, training and fuel costs.  

Future Goals: Expand paid staff to provide ability to respond to full service area at all moments and 

provide equipment to volunteers without requiring constant fundraising efforts.  

Weston Building Department 

The Weston Building Department is currently headed by a singular Building Official who reviews and 

approves all building permits. This department is also responsible for the City’s floodplain management, 

vacant and dilapidated structures, zoning and code enforcement actions such as garbage nuisances. 

Future Goals: Continue to remove dilapidated and blighted structures and develop a new home infill 

program to improve housing conditions and alleviate the housing shortage in our County.  

 

Weston Police Department 

 

The Weston Police Department has currently six police officer positions and is headed by the Weston 

Chief of Police. These officers respond to all criminal incidents within the City Limits and provide 

investigation and motor vehicle police services to all City residents and visitors. The Department 

currently provides manned service from 7am-12am each day (manpower permitting) and responds on 

call to incidents outside of those times.  
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Future Goals: Increase police force staffing to provide 24/7 manned coverage uninterrupted and 

provide an officer to the regional drug task force to help police drug crimes. 

Weston Sanitary Board 

The Weston Sanitary Board provides wastewater services to not only Weston but the surrounding region 

with a population of nearly 8,000. Weston operates the only wastewater treatment plant in the County 

and receives sewage from Jane Lew and entities outside of our County that is served by ## miles of 

collection mains and 50+ pump stations. This system is staffed currently by 3 adminstrative positions, an 

electrician, Class IV operator, Class 2 operator, and 2 field staff.  

 

Future Goals: Reduce sanitary overflows into the waters of West Virginia and increase staffing to 

provide in-house renewals of collection systems.  

Weston Street Department 

The Weston Street Department is headed by the Weston Street Commissioner and currently employees 

6 other employees who maintain the City’s streets and drainage ways. This department is also tasked 

with street signs, Christmas decorations and other various events throughout the year. The department 

has recently acquired a street sweeper and other equipment to help maintain the drainage network 

more efficiently. 

Future Goals: Develop a street beautification and sidewalk program to make City streets more 

accessible to all users. Increase funding to allow a 15 year paving maintenance schedule. Separate storm 

and sewer lines for less sanitary overflows into streams. 

 

Weston Historic Landmark Commission (HLC) 

The Weston HLC is comprised entirely of volunteers and for the last two years has had an Americorp 

volunteer included as a day to day staff member. This Commission is responsible for the management of 

Weston’s two historic districts, historic Arnold Cemetery’s revitalization and the management of the 

Weston Cultural Center project.  

 

Future Goals: Work with the Weston Street Department to see a façade improvement and street 

beautification project in the historic districts of Weston. Open the Weston Cultural Center to civic 

events.  

 

Weston Board of Parks and Recreation 

The Board of Parks and Recreation operates strictly with volunteers and manages 4 parks and conducts 

various recreational  events. The Board restarted the Weston Carp Festival in 2022 and held a free kayak 

float that attracted state wide attention and participation in the fall. The Board capped the most recent 

year by hosting a downtown “ice” rink that also received attention throughout the region.  

Future Goals: Upgrade park facilities and create additional recreational programming such as adult 

sports leagues and special events.  
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Costs to Annex?  

In order to provide for these services, the City has five major revenue generation areas: 

Property Taxes 

Properties currently within the City’s corporate boundary are subject to an additional property tax levy 

.50 levy which would add an additional $500/$100,000 of assessed value of a property. This tax is 

currently set at the highest allowable amount by State statute and cannot be raised outside of act by the 

WV State Legislature. (approximately $400k generated each annum)  

Business and Occupation Taxes 

The City currently assesses various amounts of up to 2% tax on gross revenues of businesses doing 

business within the corporate limits. This is like many municipalities within West Virginia. A credit of up 

to five years can be offered to newly annexed businesses if applied and granted by the Weston City 

Council. (approximately $600k generated each annum)  

Sales Tax 

The City has enacted a 1% Sales Tax thru the Municipal Home Rule Program. All businesses within the 

corporate limits add an additional 1 percent to their sales tax receipts and pass these revenues to the 

State Treasury who then forward to the City each quarter. (approximately $600k generated each 

annum)  

Municipal Fee 

As additional funding to provide for critical City services of fire, police and streets, a user fee was 

enacted in 2009 that is charged annually. It is currently $100 per home, $150 per rental unit, and $275 

for each business structure each annum. (approximately $290k generated annually)  

Utility Excise Tax 

A utility excise tax is added to each customer’s bill of 2% of those in the corporate limits. (approximately 

$300k generated each annum) 
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Benefits to Annexation? 

Some of the intangible benefits of annexation are obvious—the pooling of resources, the additional 

representation within government, the seat at the table to affect policy and the sense of being of a full 

contributing member of the community. 

 

Some of the tangible benefits: 

 Increased level of services such as: 

o Police Law Enforcement Services 

o Access to Quit Adjudication of Small Crimes thru Municipal Court 

o 24/7 Paid Fire Emergency Response  

o Street Repairs 

o Stormwater Services such as Basin Cleaning and Pipe Jetting 

o Code Enforcement of Nuisances such as Abandoned Property, Trash, and Overgrown 

Lawns 

 Reduction in Out of City Service Rates for Sanitary Sewer of 10% 

 Reduction in Out of City Fire Fee Rates (if enacted) 
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