
Administration 
        Telephone: 701-241-5770 

    Fax: 701-241-5776 
wilsonro@casscountynd.gov 

MEMO 

TO: County Commission 

FROM:  Robert W. Wilson 

Date: May 30, 2023  

Subject: Commission Policy Manual Updates 
__________________________________________________________________________________ 

Taylor Kaushagen continues to lead the Administration Office’s efforts to update and simplify the 
Commission Policy Manual. This office first brought an item before the Commission in March with a 
request to remove several policies, further review others, and leave still other policies as is. This is a 
needed, but time-intensive effort because the Commission Policy Manual contains some clearly out of 
date policies, others that are a word-for-word copies of state statute or personnel policies that exist in our 
Employee Handbook, and others that appear valuable and instructive - but not organized in the most 
logical manner. 

The action requested at the meeting on June 5th is simply to delete policies that are word-for-word 
redundant with state statute, not applicable to current processes, or overlap with other policies. 

The policies recommended for removal are identified in red on the attached handout. Policies in green 
are needed and should remain, and policies identified in yellow and blue require further review.  This is 
still an early phase of an overall update of the Commission Policy Manual.  The policy manual will be 
brought back later for final review and adoption as the updated Commission Policy Manual. 

The intent is that the final updated Commission Policy Manual will be reformatted, easier to use, and an 
operational counterpart to the Employee Handbook which contains personnel policies.   

SUGGESTED MOTION:  Amend Commission Policy Manual with the removal of policies 5.00, 
8.00, 10.10, 35.00, 11.00, 13.10, 13.60, 13.20, 13.70, 13.80, 14.09, 14.00, 14.21, 14.30, 14.20, 14.40, 
14.90, 14.50, 7.00, 7.10, 2.10, 15.00, 3.20, 1.10, 1.00, 16.30, 17.00, 31.0, and 39.00.  
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Highlighted Red = recommended removal from manual 
Highlighted Yellow= needs discussion from Commission 
Highlighted Green= recommended stay in manual  
 

ADVISORY BOARDS ...........................................................................................................  4.00 
MEMBERSHIP LIST ..................................................................................................  4.00 
This policy needs to remain, policy is used to track advisory board members.  
 
TERM LIMITATIONS .................................................................................................  4.10 
Needs review by the Commission, term limits are not enforced currently. Does the 
Commission want to enforce term limits or remove them?  

 
AMBULANCE LEVY .................................................................................................................. 5.00 
Recommended removal by Finance Office, other entities do not have a policy to present 
budgets to the Commission and information is listed in NDCC.  
 
BID OPENING PROCEDURE 

EXCLUDING ROADS ................................................................................................  8.00 
Recommend removal by Administration and Finance Office, current policy refers to NDCC 
11-11-26 which pertains only to the advertisement of fuel bids. A similar policy is being 
created by the Finance Office and will be brought to the Board for consideration.   

 
BUDGET POLICY 

FUND BALANCE RESERVES .................................................................................. 10.05 
This policy needs to remain, however, needs to be updated.  
 
MANPOWER FORECAST ........................................................................................ 10.10 
This policy needs to remain, however, needs to be updated. 
 
REDUCTION IN FORCE .......................................................................................... 10.10 
Recommend removal by Finance and Administration, not a policy for Commissioner to 
use as a guide, not needed.   
 
RESOLUTION .......................................................................................................... 10.00 
This policy needs to remain, however, needs to be updated- 10.00 and 10.05 are 
conflicting, need to combine into one, possibly create one budget policy.   
 
SPECIAL LEVY REQUIREMENTS ........................................................................... 10.30 
This policy needs to remain, however, needs to be updated. 
 
WORK PLANS ......................................................................................................... 10.20 
This policy needs to be reviewed by Commissioners, need direction on where 
Commissioners would like the work plans to be- in budget or during annual review.   

 
BURIAL POLICY .................................................................................................................. 35.00 
Recommended removal by Administration, this procedure is handled by Human Service Zone 
per NDCC.  
 
CENTRAL PURCHASING .................................................................................................... 11.00 
Recommend removal by the Finance Office, supplies are no longer purchased through FPS.  
 

             PURCHASE CARD POLICY ................................................................................................. 11.10 



This policy needs to remain, however, needs to be updated. 
 
CONTRACTS....................................................................................................................... 29.00 
This policy needs to remain, was recently updated.  
 
COUNTY COMMISSIONERS 
AGENDA PROCEDURES .................................................................................................... 13.40 
This policy needs to remain, however, needs to be updated. 
 
GENERAL DUTIES .............................................................................................................. 13.10 
Recommend removal by Administration, this policy is simply a copy and paste of NDCC.  
 
FLOOD LOT LEASE POLICY .............................................................................................. 13.73 
This policy needs to remain, is used for Cass County Flood Lot Leases.  
 
MEETINGS, TIME AND PLACE ........................................................................................... 13.30 
This policy needs to remain, however, needs to be updated. 
 
MEMO WRITING REDUCTION ........................................................................................... 13.60 
Recommend removal by Administration, this policy is not needed, memo writing is adequate. 
 
MINUTES POSTED ............................................................................................................. 13.50 
This policy needs to remail, however, needs to be updated to current procedures ie, post on 
website.   
 
MISSION STATEMENT ....................................................................................................... 13.00 
This policy needs to remain, could be looked at for an update.  
 
PAY PHILOSOPHY.............................................................................................................. 13.90 
This policy needs to remain, directs Commissioners on County pay.  

 
POWERS OF BOARD OF COMMISSIONERS ...................................................................... 13.20 
Recommend removal by Administration, is quoting NDCC, and all powers are listed in the 
County’s Home Rule Charter.  
 
INVESTMENT  ...................................................................................................................... 13.21 
This policy needs to remain, was recently updated and directs the County’s investments.  
 
USE OF AMERICAN RESCUE PLAN ACT FUNDS ........................................... ............. ......13.22 
This policy needs to remain, the Finance Office has recommended this be updated to include an 
expiration date to be removed from the policy manual around Dec 31, 2026 when funds have to be 
expended.  
 
SPEAKING ON BEHALF OF COMMISSION ......................................................................... 13.70 
Recommend removal by Administration, policy not needed, Commissioners are elected 
officials.  
 
LIMITED DELEGATION OF POWERS .................................................................................. 13.71 
This policy needs to remain, however, needs to be reviewed for updates in NDCC.  
 
SALES TAX FOR FLOOD RISK REDUCTION/RECOVERY PROJECTS .............................. 13.72 
This policy needs to remain, however, needs to be renamed and further reviewed.  



 
REIMBURSEMENT 
TRAVEL ................................................................................................................................ 13.80 
Recommend removal by the Finance Office, this policy is consistent with procedure used for 
all County staff as listed in Employee Handbook Policy 510 Business Expenses and 
Reimbursements.  
 
PER DIEM ............................................................................................................................. 13.81 
This policy needs to remain, was implemented recently and is used to direct the Commission’s 
meeting per diem.  
 
HUMAN SERVICE ZONE BOARD COMPENSATION ........................................................... 13.82 
This policy needs to remain, however, needs to be updated to remove mileage dates.  
 
COUNTY DEPARTMENTS 
BUILDING SECURITY ......................................................................................................... 14.60 
This policy needs to remain, however, needs to be updated, also included in Employee 
Handbook Policy 606 
 
COUNTY FEES ................................................................................................................... 14.09 
Recommend removal from Administration, is quoting NDCC, not a policy.  

 
COUNTY RECORDS ........................................................................................................... 14.10 
This policy needs to remail, however, needs to be renamed appropriately and further 
reviewed.  
 
COUNTY STANDING COMMITTEES .................................................................................. 14.01 
This policy needs to remain, however, could be updated/changed in the future to 
combine with advisory boards.   

 
COUNTY STANDING COMMITTEES PROCEDURE .......................................................... 14.02 
This policy needs to remain, however, may look to changes in the future (EX. Policy changes will 
be considered by the board of commissioners and, if approved, posted for a 15-day 
comment period.) 
 
COUNTY WEDDING CEREMONIES ................................................................................... 14.11 
This policy needs to remain, was updated in 2021 per Finance Office 
 
DEPARTMENT LISTING...................................................................................................... 14.00 
Recommend removal by Administration, not needed in policy manual, is information 
only, not a policy- departments are listed in other places such as website. 
 
EMPLOYMENT REFERENCE ............................................................................................. 14.21 
Recommend removal by Administration, required by NDCC to give information, do not need/ 
currently do not use format in policy.   
 

GRANT-FUNDED POSITIONS .............................................................................................. 14.22 
This policy needs to remain, however, needs further review/update.  
 
FIXED ASSETS ..................................................................................................................... 14.80 
This policy needs to remain, however, needs to be updated. 

 



SALE OF USED COMPUTER EQUIPMENT ......................................................................... 14.81 
This policy needs to remain, however, needs to be updated per IT Director Bob 
Henderson, Mr. Henderson would like a blanket policy on the disposal of capital items 
after their usefulness has passed, so we could have the option to donate things if 
applicable.  
 
DONATED EQUIPMENT ....................................................................................................... 14.82 
This policy needs to remain, however, needs further review/update.  
  
PURCHASE ORDERS .......................................................................................................... 14.83 
This policy is recommended to remain, however, it is proposed by Department Heads to 
update the policy change the $5,000 purchase amount, policy needs update and 
discussion by the Commission.  
 
COUNTY USE OF PROPERTY ............................................................................................. 14.84 
This policy needs to remain, however, needs further review/update.  
 
MAINTENANCE .................................................................................................................... 14.70 
This policy needs to remain, however, could be updated.  
 
OPEN MEETINGS ................................................................................................................. 14.30 
Recommend removal by Administration, this policy quotes NDCC and the state has clear 
guidelines the County must follow regarding open meetings.  
 
OPEN RECORDS ................................................................................................................. 14.20 
Recommend removal by Administration, this policy quotes NDCC and the state has clear 
guidelines the County must follow regarding open records.  
 
OVERTIME REPORTS.......................................................................................................... 14.40 
Recommend removal by Administration, Department Heads do not submit overtime 
reports, policy does not identify who reports are submitted to. Commissioners can request 
to view overtime at any time.   
 
TREASURER TO RECEIVE AND PAY OUT COUNTY MONEY ........................................... 14.90 
Recommended removal by the Finance Office, quoting NDCC.  
 
REFUND OF OVERPAYMENTS ........................................................................................... 14.91 
This policy is needed per the Finance Office. 
 
USE OF ETHANOL-BLEND FUEL ........................................................................................ 14.50 
Recommend removal by Administration, not needed in the policy manual.   
 
VOICE MAIL ............................................................................................................................ 7.00 
Recommend removal by Administration, not needed in the policy manual.     
 
SOCIAL NETWORKING POLICY ............................................................................................ 7.10 
Recommend removal by Administration, social networking guidelines are laid out in the 
County’s communication plan created by the Public Information Coordinator that will be 
brought forward to the Commission for formal adoption later this summer.  
 
COUNTY HISTORY ................................................................................................................ 2.00 
This policy needs to remain, however, needs to be updated.  



 
MAP OF TOWNSHIPS AND COMMISSION DISTRICTS ........................................................ 2.10 
Recommend removal by Administration, map of townships and commission discticts can 
be found on the website.  
 

COUNTY LOGO 
LETTERHEAD/BUSINESS CARDS/ENVELOPES/SIGNS ................................................... 15.00 
Recommend removal by Administration, logo guidelines are laid out in the County’s 
communication plan created by the Public Information Coordinator that will be brought 
forward to the Commission for formal adoption later this summer. 
 

COUNTY OFFICES 
ELECTED .............................................................................................................................  3.00 

This policy needs to remain, however, needs to be updated.  
 
APPOINTED .........................................................................................................................  3.10 

This policy needs to remain, however, needs to be updated.  
 
EXTENSION SERVICE DEVELOPMENTAL LEAVE ............................................................. 3.20 
Recommend removal by Administration, policy is not followed/utilized, would not occur.  
 
COUNTY OFFICES OUTSIDE OF THE COURTHOUSE ....................................................... 1.10 
Recommend removal by Administration, information can be found on the County 
website.  
 
COURTHOUSE OFFICE LAY OUT ......................................................................................   1.00 
Recommend removal by Administration, information can be found on the County 
website.  
 
DISASTER SITUATIONS 
GENERAL INFORMATION/ORGANIZATION CHART ......................................................... 16.00 
Keep per Jim Prochniak  
 
HAZARDOUS WEATHER OPERATIONS PLAN .................................................................. 16.10 
Keep per Jim Prochniak  
 
FACILITY EMERGENCY/SECURITY PROCEDURES PLAN............................................... 16.20 
Keep per Jim Prochniak  
 
GRASSHOPPER CONTROL ............................................................................................... 16.30 
Recommend removal by Vector and Weed Control.  
 
EMERGENCY EVACUATION PROCEDURES .................................................................... 16.50 
 Keep per Jim Prochniak  
 
DUES ................................................................................................................................... 17.00 
Recommend removal by Administration, policy is also listed in Employee Handbook 
section 316.  
 
ETHICS................................................................................................................................ 31.00 
Recommend removal by Administration, policy is listed in section i of the Employee 
Handbook.  



 
 
HEALTH INSURANCE PORTABILITY/ACCESSIBILITY ACT (HIPAA) ................................ 39.00 
Recommend removal by Administration, policy is listed in section 613 of the Employee 
Handbook.   

 
MOTOR POOL ............................................................................................................................... 36.00 
This policy needs to stay, however, needs to be updated, is also listed in employee handbook 
policy 508.  

 
TAX INCENTIVE POLICY .............................................................................................................. 34.00 
This policy needs to remain, however, needs to be updated.  
 
  



 
 

CASS COUNTY 
COMMISSION POLICY MANUAL 5.00 
______________________________________________________________________ 
SUBJECT:       AMBULANCE LEVY 
 
ADOPTED DATE: MAY 4, 1992 PAGE 1 OF 1 
______________________________________________________________________ 
 
The Cass County Commission does support, by public subsidy, those ambulance 
services and first responder units in Cass County that are non-profit, community based 
volunteer services.  The Cass County Commission provides subsidies to enable these 
community-based volunteer services to purchase equipment and supplies, and for the 
training of volunteers. 
 
Ambulance services and first responder units seeking public subsidy must submit a 
request to the county commission by August 1st each year.  The request must include 
how the county subsidy will supplement the revenues raised through fees and other 
community resources.  Financial information including an audit, if available, must also be 
submitted at the time of the request.  The minimum financial information must include:  
revenue and expenditure statement and balance sheet for the most current fiscal year; 
how the previous year's subsidy, if any, was used; and how local dollars are raised for the 
volunteer service.  Larger requests may be required to furnish more extensive financial 
information. 
 
While Cass County does support, through subsidies provided with property tax dollars, 
non-profit volunteer ambulance and first responder services, it cannot guarantee that it 
will honor all requests for funding.  The Cass County Commission reserves the right, and 
obligation, to administer all county funds in a manner that best serves and protects the 
citizens of the county. 
 
 
Levy Authority--NDCC 57-15-50, 57-15-06.7 (23) 
 
(Maximum of 5.00 mills, voted on in 1970 by county residents, passed 3,503 to 2,764) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HISTORICAL REFERENCE DATE:  JULY 6, 1990 
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