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INVESTIGATION REPORT

TO: Board of Township Trustees, Etna Township, Licking County, Ohio
FROM: Carly M. Sherman, Esq.

RE: Unauthorized Access of Etna Township Bank Account

DATE: July 13, 2025

| am an attorney with Bricker Graydon LLP—a law firm with one of the largest
public sector practice groups in Ohio, representing more than 1,000 political subdivisions
across the State. The Etna Township Board of Township Trustees engages Bricker
Graydon on an as-needed basis to perform various legal services for the Township in an
outside-counsel capacity. The Board of Trustees recently asked Bricker Graydon to
investigate an incident that occurred on November 1, 2024, involving an unauthorized
individual accessing the Township’s public funds checking account (the “Account”) held
by Park National Bank (“PNB”)! (the “Incident”). Bricker Graydon was specifically asked
to: (1) identify the individual who accessed the Account; and (2) determine how that
individual was able to access the Account.

| performed the requested investigation. Based on my interviews with past and
present Township officers and employees with first-hand knowledge of the Incident, and
my review of various records provided by interviewees or otherwise maintained by the
Township, the following are my general conclusions: (1) prior Etha Township Fiscal
Officer, Julie Varian is the individual who accessed the Account on an unauthorized basis
on November 1, 2024; and (2) Ms. Varian was able to access the Account because her
remote Account access credentials with PNB were not timely deactivated following her
departure from Township office. Itis undisputed that Ms. Varian did not effect any transfer
of funds to or from the Account, or otherwise tamper with funds within the Account, and
there is no indication or evidence to suggest that Ms. Varian accessed the Account with
any malicious or criminal intent.

This Report provides the following information and recommendations:

e Anoverview of the Fiscal Officer’s duties with respect to maintenance and payment
of Township funds, according to relevant Revised Code provisions and Township
policies;

e An overview of relevant PNB remote banking procedures and applications;

e Alist of all individuals interviewed as part of the investigation;
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e A timeline of events leading up to the Incident, and immediately following the
Incident;?

e A summary of security, procedural, and/or policy issues | identified over the course
of the investigation, and which | believe facilitated the Incident in some way;

e A list of recommended action items to be completed, and policies to be
implemented, to prevent similar incidents from occurring in the future; and

e An Appendix containing certain tangible records referenced throughout this
Report.

Overview of Fiscal Officer Duties Regarding Administration of Township
Accounts and Expenditures of Public Funds.

The fiscal officer is an elected position within a township. The fiscal officer
generally holds office for four (4) years, commencing on April 15t immediately following
the election at which the fiscal officer was voted into office.® The fiscal officer is primarily
responsible for the proper administration and expenditure of township funds by, among
other things, issuing warrants, signing checks and other expenditure orders, and
maintaining accurate records of all township accounts and transactions.* The fiscal
officer is further responsible for ensuring the township’s annual financial report is properly
prepared and filed with the Auditor of State at the end of each fiscal year, in accordance
with all Auditor of State requirements.> The fiscal officer is entitled to hire and
compensate assistants (including a deputy fiscal officer) to assist in the discharge of the
fiscal officer’s official duties.® Although the fiscal officer has oversight and control of
township funds, he/she is not personally liable for a loss of public funds unless it is shown
that a loss results from the fiscal officer's negligence or willful misconduct.”

Township funds may only be paid out upon an order signed by at least two (2)
township trustees, and countersigned by the fiscal officer.2 The township trustees may
resolve to pay any township obligation electronically, via direct deposit of funds into an
account designated by the payee for acceptance of such funds.® Each such direct-deposit
transaction must be approved the board of trustees, and the fiscal officer must ensure a
warrant is issued against the proper fund and sufficient funds are appropriated to account
for the expenditure.*?

2 Facts set forth in this Report have generally been confirmed by at least two (2) credible sources (e.g.
multiple interviewees and/or verifiably accurate records). To the extent any information herein could not be
verified by multiple sources, or represents the opinion or perception of a particular interviewee, | have
attributed the information to the particular interviewee from whom it was obtained.

3 R.C. 507.01.

4 See R.C. Chapter 507.

5See R.C. 117.38.

6 R.C. 507.021(A).

7 R.C. 507.14.

8 R.C. 507.11(B)(1).

°R.C. 507.11(B)(2); R.C. 9.37.

10 See R.C. 507.11; see also R.C. 9.37.
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Section 3.1 of the Etna Township Personnel Policies and Procedures Manual (the
“Township Manual”) requires the Fiscal Officer to prepare Township employee payroll.
Etna Township employees are paid on a bi-weekly basis, based on an eighty (80) hour
period (excepting part-time, seasonal, temporary, and salaried employees). A time sheet
reflecting each employee’s hours worked in a given pay period is signed by the employee
and his/her supervisor or department head, and then submitted to the Fiscal Officer for
review and payment. The Etna Township Board of Trustees reviews and approves payroll
expenditures in the ordinary course of Township business during regular public meetings
of the Board. The Fiscal Officer conducts a final verification of the accuracy of each
timesheet and then schedules with PNB an electronic funds transfer (“EFT”) from the
Account to directly deposit each employee’s pay into his/her personal bank account.!!
The Fiscal Officer also prepares and releases a once-monthly EFT to pay each Township
Trustee via direct deposit to their personal bank accounts.

. Overview of PNB Remote Banking Procedures and Applications.

PNB is a depository of public funds, certified by the Ohio Treasurer's Office.!?
Each public entity utilizing PNB’s banking services has its own, unique Company ID with
the bank. A public entity may designate one or more individuals to act as the entity’s
authorized agent for purposes of accessing public accounts held by PNB. Each
authorized agent is assigned his/her own individual User ID. An authorized agent may
remotely access (e.g. without physically visiting a bank location) his/her entity’s public
bank account, and funds therein, using PNB’s business banking software.’* Remote
access allows users to view their account statements and complete account transactions
using: (1) a desktop browser accessible by computer, tablet, or other device with internet
access (the “Desktop Application”); and/or (2) a mobile banking application which may be
downloaded to a cell phone, tablet, or other mobile device capable of storing such
applications (the “Mobile Application”).14

A. Desktop Application Registration and Use.

When an authorized agent accesses the Desktop Application for the first time, both
the Company ID and User ID must be entered, along with a temporary password provided
by PNB. Upon initial login, the user is required to change the temporary password. The
user is also prompted to select a “verification image” from a list of pictures shown on the
Desktop Application screen, and to type in a specific “verification phrase” in connection
with the image. This completes the initial Desktop Application setup process. Each time
the user subsequently logs into the Desktop Application, the user must provide his/her
unique User ID and password, and confirm the accuracy of the verification image and
phrase. The Desktop Application password must be changed at least once every six (6)
months.

11 These steps satisfy the electronic public expenditure requirements set forth in R.C. 507.11 and 9.37.

12 See https://www.tos.ohio.gov/financial-institutions-and-investors/ .

13 See https://parknationalbank.com/business/manage/public-funds/ .

14 PNB Business Online Banking informational guides for both the Desktop Application and the Mobile
Application are attached to the Appendix.
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B. Mobile Application Reqistration and Use.

The Mobile Application may be downloaded on the user’s device from the Apple
Store or Google Play Store. An “activation key” provided by PNB must be entered on the
application home screen to begin the Mobile Application registration process. The user
is then prompted to create a unique “PIN” that complies with PNB'’s security requirements
(the user’s PIN need not match the user’s Desktop Application password). Submission
of the PIN prompts PNB to send a “verification code” to either the user’s email or phone
number on file with PNB (at the user’s election). The user enters the verification code in
the Mobile Application to complete the registration process. Only the PIN is generally
required to log into the Mobile Application on that particular device following initial
registration.

. Individuals Interviewed in Connection with the Investigation.

The following is a complete list of Township officers and personnel | interviewed
as part of the investigation:

e Gary Burkholder, Etna Township Trustee: Mr. Burkholder presently serves as the
President of the Board of Trustees. He was elected on November 7, 2023 and
took office on January 1, 2024. His term in office expires on December 31, 2027.
Mr. Burkholder is an authorized signer on the Account. He has the ability to
request and receive information and records from PNB related to the Account, but
does not have any other banking access or transaction capabilities (remote or
otherwise).

e Rozland McKee, Etna Township Trustee: Ms. McKee presently serves as the
Vice-President of the Board of Trustees. She was elected on November 2, 2021
and took office on January 1, 2022. Her term in office expires on December 31,
2025. Ms. McKee is an authorized signer on the Account. She has the ability to
request and receive information and records from PNB related to the Account, but
does not have any other banking access or transaction capabilities (remote or
otherwise).

e Mark Evans, Etna Township Trustee: Mr. Evans presently serves as a Township
Trustee. He was elected on November 2, 2021 and took office on January 1, 2022.
His term in office expires on December 31, 2025. Mr. Evans is an authorized
signer on the Account. He has the ability to request and receive information and
records from PNB related to the Account, but does not have any other banking
access or transaction capabilities (remote or otherwise).

Jacqueline Cotugno, Etna Township Fiscal Officer: Ms. Cotugno presently serves
as the Township Fiscal Officer. She was elected on November 7, 2023 and took
office on April 1, 2024. Her term in office expires on December 31, 2027. Ms.
Cotugno is primarily responsible for all Township funds and banking transactions.
Upon taking office, the Board of Trustees designated Ms. Cotugno as the
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Township’s authorized agent for purposes of accessing all Township accounts,
and transferring Township funds, held by PNB (including but not limited to the
Account).!®> Ms. Cotugno established her own unique User ID, password, and PIN
with PNB to utilize PNB’s remote banking services. Ms. Cotugno’s User ID at all
times relevant to this investigation was “JCOTUGNO4948” and the email address
tied to her User ID was jackiecotugnoetnafo@gmail.com. No other Township
officer or employee has banking credentials, capabilities, or access rights with
respect to Township accounts held by PNB.16

e Don Copley, Etna Township Road Superintendent: Mr. Copley presently serves
as the Township Road Superintendent. He is responsible for overseeing the Road
Department and its personnel. Road Department duties largely entail day-to-day
maintenance of Township rights-of-way and public grounds. As a department
head, Mr. Copley is responsible for reviewing and signing off on all Road
Department personnel time sheets, and submitting the sheets to the Fiscal Officer
for payroll disbursement.

e Julie Varian, Prior Etna Township Fiscal Officer:!” Ms. Varian was the Township
Fiscal Officer immediately preceding Ms. Cotugno taking office. She was
appointed to the position by the Board of Trustees on January 24, 2022 to fill the
unexpired term of the prior Fiscal Officer upon his resignation from office. Ms.
Varian’s term in office expired on March 31, 2024. In her capacity as Township
Fiscal Officer, Ms. Varian previously had authorized access to the Account using
her own unique PNB User ID, password, and PIN. Ms. Varian’s User ID at all times
relevant to this investigation was “JVARIAN5465".

On or about April 1, 2024, Ms. Varian prepared and delivered to Ms. Cotugno the
“Certificate of Transition for Etna Township Fiscal Officer,” as required by R.C.
171.171 and 503.28.18 The Certificate provided, or directed Ms. Cotugno to the
location of, personal property, records, funds, policies, passwords, and other
documents, items, and information pertinent to the performance of the Fiscal
Officer’s official job duties. Following Ms. Varian’s departure from office, she
communicated with Ms. Cotugno intermittently to answer Ms. Cotugno’s questions

15 The PNB Entity Authorization form designating Ms. Cotugno as Etna Township’s agent for PNB banking
purposes (duly executed by Trustee Burkholder on April 1, 2024 in his capacity as Board President) is
attached to the Appendix.

16 Ms. Cotugno stated Holly Palumbo, administrative staff with Etna Township, has the ability to make
nominal deposits into the Account (representing Township funds administratively collected in day-to-day
Township operations, such as various application fees). Ms. Palumbo does not have any other banking
access or capabilities.

17 Ms. Varian communicated with me on a restricted basis through her attorney, Scott Wood of
Conrad/Wood Law. | was able to submit a short list of questions for Ms. Varian to answer, and Attorney
Wood provided me with limited responses to such inquiries. This is not a criminal or other official
investigation in which Ms. Varian could be subpoenaed or otherwise compelled to participate.

18 A copy of the Certificate of Transition is attached to the Appendix. Documents attached to the Certificate
have been omitted, as they contain personal employee information, information which could jeopardize
Township security, and/or other information that does not constitute a public record under Ohio law.
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and generally ensure a smooth Fiscal Officer transition. Ms. Cotugno stated her
communications with Ms. Varian ceased in August 2024.

Trustee Burkholder stated that, at some point following the end of Ms. Varian’s
term in office, he asked Ms. Varian if she would accept employment with Etna
Township as an assistant to the Fiscal Officer (primarily to help prepare the
Township budget for fiscal year 2025). Ms. Varian declined the opportunity.

V. Summary of Events Surrounding the Incident.

November 1, 2024 represented a regular payday for Etna Township personnel
according to the Township’s regular bi-weekly pay schedule. This date was also the
regular once-monthly payday for all Township Trustees. Ms. Cotugno stated that she
approved and scheduled one or more EFTs from the Account to satisfy all payroll
obligations due and owing from the Township on November 1, 2024 (the “Payment”). On
October 31, 2024 at 12:27 AM, PNB sent a notice to Ms. Cotugno’s email on file with the
bank. The notice stated the Payment was rejected because it exceeded the Account’s
permissible per-day ACH fund transfer limits (the then-current limit was $20,000 per
processing day).!® It appears that certain Township officers and/or personnel timely
received their direct deposits, while others did not.

Don Copley stated that he ordinarily receives his bi-weekly direct deposit from the
Township at midnight on payday. However, he did not timely receive his payday funds
on the morning of November 1, 2024. Mr. Copley called Ms. Cotugno multiple times that
morning to inquire about the payroll issue. Ms. Cotugno stated she spoke with Mr. Copley
by phone around 8:00 AM. Following that call, Ms. Cotugno scheduled a new EFT to
satisfy outstanding payroll obligations at or about 8:56 AM.?°® Township personnel
ultimately received their direct deposits for the November 1, 2024 payday throughout the
day, with Mr. Copley stating the Road Department was paid by about 5:30 PM that
evening.

Ms. Cotugno stated she contacted PNB when the bank opened on November 1,
2024 (at or about 9:00 AM) to determine why the Payment failed. She was informed the
original Payment exceeded the Account’s established ACH limits. Ms. Cotugno believes
the Payment exceeded the Account’s ACH limits because Township payroll obligations
were higher than usual on the day in question, since Township Trustee and Township
personnel paydays both fell on that day (which Ms. Cotugno understands to be an unusual
occurrence). Ms. Cotugno stated she did not see PNB’s originally emailed notice
regarding the failed Payment because Gmail (the email platform with which Ms. Cotugno
maintains her email address on file with PNB) redirected the PNB notice to Ms. Cotugno’s
email “spam” folder. Ms. Cotugno stated the Account’s per-day ACH fund transfer limits
have since been raised to $30,000.

19 The October 31, 2024 PNB notice (with a time-stamp of 12:27 AM) is attached to the Appendix.
20 A copy of the November 1, 2024 PNB notice reflecting the second, pending EFT (with a time-stamp of
8:56 AM) is attached to the Appendix.
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Prior to successful processing of the second EFT Payment scheduled by Ms.
Cotugno on November 1t, Mr. Copley contacted Trustee Mark Evans about the matter.
The gentlemen communicated through text exchange and a brief phone call at or about
1:30 PM that afternoon. Trustee Evans stated he was out of town for work but would
attempt to resolve the payroll issue. Trustee Evans thereafter contacted Julie Varian,
with the stated purpose of collecting information as to how PNB’s ACH payment system
operates, and discussing reasons why a scheduled payment would be rejected by PNB.
Trustee Evans and Ms. Varian spoke by phone on four (4) separate occasions at 1:39
PM, 2:08 PM, 2:43 PM, and 4:41 PM.

The initial phone call between Trustee Evans and Ms. Varian on November 1, 2024
lasted approximately 11 minutes (ending at or about 1:50 PM) according to cell phone
records provided by Trustee Evans. Ms. Varian stated that, during this call, she
volunteered that she may still have access to the PNB Mobile Application. She then
proceeded, during her call with Trustee Evans, to access the Account remotely by
entering her unique User ID and PIN into the Mobile Application installed on her cell
phone. Records collected from PNB reflect that Ms. Varian logged into the Mobile
Application at 1:38 PM, 1:39 PM, 1:42 PM, and 1:43 PM.?%

Ms. Varian stated she relayed to Trustee Evans certain Account information visible
to Ms. Varian on the Mobile Application platform. Ms. Varian stated she was under the
impression that she was impliedly authorized by Trustee Evans to access the Mobile
Application because she believed Trustee Evans knew she was accessing the Application
and did not object. In contrast, Trustee Evans stated he was not aware that Ms. Varian
was accessing the Mobile Application at the time of their phone call, and only later learned
that Ms. Varian logged into the Application. Both Trustee Evans and Ms. Varian
confirmed that Trustee Evans did not request that, or expressly authorize, Ms. Varian
remotely access the Account through use of the Mobile Application or otherwise.

On November 4, 2024, Trustee Evans emailed the then-current Township
Administrator—Susan Bedsole—about the Incident, with Ms. Cotugno as a copied
recipient. The email conveyed information Trustee Evans learned from a PNB
representative regarding the rejected Payment and options to ensure future EFTs were
properly processed. Trustee Evans stated in his email that the PNB representative
notified him that Julie Varian was still listed as a current authorized user with respect to
the Township’s bank accounts. Trustee Evans advised Ms. Bedsole to take steps to
deactivate Ms. Varian’s access to the Township’s accounts (but cautioned against
completely deleting Ms. Varion’s User ID because all of her user history would be lost in
the process).

21 Data provided by PNB reflecting Mobile Application and Desktop Application logins with respect to the
Account from April 14, 2024 through November 1, 2024 is compiled in spreadsheet format and attached to
the Appendix. It appears Ms. Varian’s User ID accessed the Account using the Mobile Application once
prior to the Incident, on June 16, 2024. | am unaware of the circumstances surrounding the ancillary June
16, 2024 access event.
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Ms. Cotugno stated that Trustee Evans’ November 4, 2024 email prompted her to
contact PNB and confirm whether a user other than Ms. Cotugno possessed credentials
to access the Township bank accounts. While discussing the matter with a PNB
representative, Ms. Cotugno was instructed on how to access and review all remote
logins to the Account over a specific period of time. Ms. Cotugno stated she thereafter
pulled up the Account login history and discovered that Julie Varian’s User ID accessed
the Account using the Mobile Application on four (4) occasions on November 1, 2024.

Ms. Cotugno later contacted Trustee Burkholder and Trustee McKee?? to notify
them of the Incident. She also reported the Incident to the Licking County Sheriff's Office
on or about November 13, 2024.22> Ms. Cotugno stated she was advised by the Licking
County Prosecutor’s Office that the Incident did not constitute a criminal offense. Ms.
Cotugno worked with PNB to deactivate Ms. Varian’s User ID, such that she no longer
has remote access to the Township’s bank accounts. Ms. Cotugno further confirmed that
she, in her capacity as acting Fiscal Officer, is now the only past or present Township
officer/employee with remote banking credentials and capabilities.

It is undisputed that the Incident did not involve any improper transfer, deposit, or
withdrawal of public funds. Nor is there any reason to believe, or evidence to suggest,
that the Account was remotely accessed with any criminal or other wrongful intent or
purpose.

V. Identified Procedural and Security Issues Facilitating the Incident.

The following is a list of procedural and security issues identified over the course
of the investigation, which | believe contributed to the Incident:

No Formal Security/Cybersecurity Policies and Procedures: The crux of the
Incident is that Julie Varian’s access to all Township banking and other financial
accounts should have been immediately terminated as of her last day in office.
When any Township officer/employee departs from the Township, it is imperative
that his/her access to all physical and electronic Township property and assets is
terminated. Physical keys, key fobs and access cards must be returned, and
passwords turned over, to appropriate Township officers/administrators by the end
of the individual’'s last day with the Township. Etna Township does not appear to
have any formal policies, procedures, or checklists governing return of these items
by an outgoing officer/employee, or collection of these items by remaining
Township personnel. Had such a policy been in place, it is more likely that Ms.
Varian’s Township banking credentials would have been timely deactivated when
her term in office concluded.

e No Formal Township Officer/Employee Email Usage Policy: Ms. Cotugno stated
she did not promptly receive PNB’s emailed notice regarding the failed Payment

22 Trustee McKee stated she first learned of the Incident due to a social media post.
23 A redacted copy of the Licking County Sheriff's Office Voluntary Statement Form detailing Ms. Cotugno’s
report is attached to the Appendix.
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because Ms. Cotugno’s Gmail account directed the message to her spam folder.
It is possible the message would have been received by Ms. Cotugno at an official
Township email accounts, had one of these accounts been on file with PNB as Ms.
Cotugno’s designated address for receipt of email notices. It is best practice (from
a security and public records standpoint) for Township officers/employees to
refrain from commingling their job responsibilities with personal email accounts. It
is recommended that the Township assign only one (1) official Township email
address to each officer/employee of the Township, and require all Township
officers/employees to conduct official Township business using only their
Township-issued email accounts.

e No Formal Fiscal Officer Transition Policies and Procedures: Outside of the
comprehensive, Township-wide security/cybersecurity policy, the Incident could
have been prevented if the Township had in place Fiscal Officer-specific security
policies. One of the first action items to be completed following a Fiscal Officer
transition is to ensure the outgoing Fiscal Officer’s banking access credentials are
deactivated and/or passwords are changed. It is best practice to maintain a formal
policy and/or checklist outlining outgoing and incoming Fiscal Officer
responsibilities during an imminent transition in office; among which should be
ensuring that the outgoing Fiscal Officer’s banking access is terminated.

e No Formal Fiscal Officer Accounting and/or Payroll Policies and Procedures: The
Incident arises out of a reject payroll EFT on November 1, 2024. This circumstance
highlights the absence of formal procedures for monitoring EFTs from Township
accounts and/or confirming payroll payments are timely completed. It would be
helpful to formally adopt a uniform Fiscal Officer procedure for ensuring a
scheduled EFT is successfully processed (which should aid in more quickly
identifying failed EFTs and rectifying the issue before any payment obligation
deadlines are missed).

e No Clear Internal Understanding on the Appropriate Chain of Command for
Township Communications: The way in which knowledge of the Incident was
communicated amongst Township officers and personnel demonstrates a lack of
formal or informal chain of command within the Township. It is unusual that
delayed payment of payroll was escalated so quickly to the Trustee level—
particularly when the Fiscal Officer appears to have promptly taken action to
correct the problem. Township Trustees are not generally folded into day-to-day
Township management matters like the Incident, except in extreme circumstances
(e.g. the Fiscal Officer notifies Township Trustees of a failed EFT due to
insufficient, missing, or misappropriated funds). It would be more typical for the
Fiscal Officer and Township Administrator (which position was filled at the time of
the Incident) to resolve the issue without Trustee involvement.

To streamline internal communications, and eliminate undue confusion and frenzy
in the future, it is advisable to establish formal, clear chains of communication for
Township issues that may arise. While there is no “one size fits all approach,” the

9
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VI.

following is a typical chain-of-command structure: Township staff communicates
an issue only to his/her immediate superior; when a matter reaches the
department-head level, the department head may bring the matter to the attention
of the Township Administrator; and the Township Administrator may thereafter
escalate the matter to the Township Trustees and/or Fiscal Officer, as necessary
to appropriately resolve the matter and keep Township officers reasonably
informed.

Recommended Steps to Prevent Similar Incidents in the Future.

The following is a list of recommended policies/procedures and action steps that

Etna Township may consider taking to enhance Township security and prevent similar
incidents from happening in the future:

Develop and adopt one or more comprehensive Township security and
cybersecurity policies;

Develop and adopt a Township email usage policy requiring Township officers and
employees to conduct all official business using Township-issued email accounts
(this may be embedded within a broader security/cybersecurity policy);

Develop and adopt a Township Fiscal Officer transition policy (with a template
Certificate of Transition, and outgoing/incoming Fiscal Officer checklists);

Develop and adopt one or more policies governing Fiscal Officer accounting,
EFTs, and/or payroll accounting procedures;

Establish, and communicate to all Township personnel, a clear chain of command
for escalation of Township issues to the appropriate Township management staff
and/or officers; and

Provide training to Township officers/personnel on all new policies (either a single
training encompassing all new policies, or intermittent trainings on a rolling basis
as individual policies are adopted).

| suggest each recommended policy be adopted as a standalone policy, rather

than a policy made part of the existing Etna Township Personnel Policies and Procedures
Manual. These recommended policies will apply to both Township officers and personnel,
and the Manual is designed to generally apply only to Township employees (rather than
elected officials). Bricker Graydon LLP is happy to assist Etna Township with policy
development, review, implementation, and/or training if the Township elects to move
forward with any of the above-listed recommendations.

10
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APPENDIX
The following records are attached hereto:

e PNB Business Online Banking informational guides for both the Desktop
Application and the Mobile Application

e April 1, 2024 PNB Entity Authorization form

e April 1, 2024 Certificate of Fiscal Officer Transition
e October 31, 2024 PNB notification of failed EFT

e November 1, 2024 PNB notification of pending EFT

e Spreadsheet reflecting all remote logins to the Account between April 14, 2024
through November 1, 2024

e Redacted copy of the November 13, 2024 Licking County Sheriff’'s Office Voluntary
Statement Form completed by Jacqueline Cotugno.
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JOB AID

3
Business Online Banking Park

NATIONAL BANK

How to Log in to Business Online Banking for the First Time

Information for your login will be provided in 2 separate communications. Your Company ID & User ID will be
provided the day of conversion.

If your current Company ID is your Social Security Number, the new ID will be truncated and not include the first
three numbers (for example, xxx000000).

Please note that if your current User ID contains any special characters they will be removed (for example,
T@xe$2022 will change to Txe2022). Also note the temporary password will be delivered sometime between 7am
and 8am the day of conversion.

1. Complete the following fields in the Welcome to Business Online Banking section.

Welcome to Business Online Banking

= = Required Field

Login Help >

FIELD DESCRIPTION

Company ID Customer Tax ID Number.

User ID This will be provided by the bank for first time login.
Temporary Password The password provided by the bank for first time login.

Note: You will receive the above information in two (2) separate emails.

parknationalbank.com pg.1



PARK NATIONAL BANK

2. Click Login.

3

Result: The Change Password page displays.

Change Password
= = Required Field

|

3. Complete the following fields on the Change Password page.

FIELD DESCRIPTION

Old Password Enter the temporary password provided by the bank.

New Password Enter a new password following the password guidelines (see note below for
guidelines).

Confirm Password Enter the new password again.

Note: Password must be between 9 and 36 characters in length and contain uppercase, lowercase, numeric
and special characters. Passwords expire every 6 months.

4. Click Submit.

parknationalbank.com pg. 2



PARK NATIONAL BANK

Result: The Choose Verification Image and Phrase page displays.

Choose Verification Image and Phrase
Please choose an image and phrase that are recognizable.

No verification imoge chosen
= = Required Field

Pl

Agriculture and Industry v

5. Enter a phrase that will be presented during each login attempt in the Verification Phrase field.
6. Select the appropriate image category from the Image Category dropdown.
7. Click an image that will be presented during each login attempt.

Note: This security feature helps you confirm that you have not been redirected to a malicious website. During
each subsequent login, you are presented with the phrase and image selected on the password entry screen.

8. Click Submit.

parknationalbank.com pg. 3



PARK NATIONAL BANK

Result: The login page with your phrase and image displays.

2 Park

NATIONAL BANK

Is this your image and phrase?

If this isn't your image and phrase, do not enter your password. Contact
customer service immediately.

Green apple

® = Required Field

Forgot Password >

Login Help >

9. Enter your password in the Password field.

10. Click Login.

Result: You are now logged in to Business Online Banking.
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JOB AID

L
Business Online Banking Park

NATIONAL BANK

How to Register for the Business Online Mobile App

Access to Business Online Banking is also offered as an iOS or Android mobile app for phones and tablet.

1. Search for Park National Bank Business in the Apple Store or Google Play Store and download the app with
the icon pictured below.

Note: Complete the registration process after downloading the mobile app.
2. Launch the app after download.
Note: The Activation Key can be provided by the bank by calling 888-474-7275.

3. Enter the Activation Key and tap the arrow.

423

Registration

Enter your Activation Key
974K

4. Inthe Create your PIN field, enter your desired PIN.

428

Registration

parknationalbank.com pg.1



PARK NATIONAL BANK

Note: Your PIN must contain 6-12 alphanumeric characters; at least one letter and one number.
Note: The desktop password and the mobile PIN can be different and do not need to match. The desktop
password will need to be changed every six months, while the mobile PIN does not need to be changed once
established.

5. Enter the same PIN again in the Re-enter your PIN field.

6. Tap the right arrow to submit the PIN and advance to the next step.

Note: To confirm your identity, the system sends a verification code.

7. Select whether to receive the verification code via Email or SMS (text message) and tap the right arrow to
advance to the next step.

How do you prefer to receive your
verification code?

Note: Verification codes are sent immediately.

8. Enter the verification code and tap the right arrow.

a2

Registration

Enter your Verification Code

Result: Once the registration is complete a Success message displays.

9. Tapthe Launch App to login and enter your PIN.

parknationalbank.com pg. 2



PARK NATIONAL BANK

|
Pa?ls

Welcome
Enter your PIN

parknationalbank.com pg. 3
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Entity Authorization

ENTITY CERTIFICATIONS. |, JACQUELINE A COTUGNO (Authorization Signer's name), certify that: | am a/the FISCAL OFFICER
(Authorization Signer’s title) designated to act on behalf of Eina Township
(Authorizing Entity). Authorizing Entity is a PUBLIC ENTITY
(type of entity, like a "non-profit" corporation) and its Taxpayer Identification Number 31-0864843 . | am authorized and directed to
execute an original or a copy of this Authorization to Financial Institution, and anyone else requiring a copy. Authorizing Entity is duly organized, validly
existing and in good standing under the laws of OHIO and is duly qualified, validly existing and in good standing in all
jurisdictions where Authorizing Entity operates or owns or leases property. Authorizing Entity has the power and authority to provide this
Authorization, to confer the powers granted in this Authorization and to carry on Authorizing Entity's business and activities as now conducted. The
designated Agents have the power and authority to exercise the actions specified in this Authorization and Authorizing Entity properly adopted these
authorizations and appointed the Agents and me to act on its behalf. Authorizing Entity will notify Financial Institution before reorganizing, merging,
consolidating, recapitalizing, dissolving or otherwise materially changing ownership, management or organizational form. Authorizing Entity will be fully
liable for failing to notify FRinancial Institution of these material changes.
O Authorizing Entity conducts business and other activities under the additional trade name or fictitious name of
and Authorizing Entity has the legal power and authority to use this trade name or
fictitious name. Authorizing Entity will not use any trade name or fictitious name without Financial Institution's prior written consent and will
preserve Authorizing Entity's existing name, trade names, fictitious names and franchises.
GENERAL AUTHORIZATIONS. | certify Authorizing Entity authorizes and agrees that: Park National Bank
(Fnancial Institution) is designated to provide Authorizing Entity the financial accommodations indicated in this Authorization, subject to the Financial
Institution's rules and regulations from time to time. All prior transactions obligating Authorizing Entity to Financial Institution by or on behalf of
Authorizing Entity are ratified by execution of this Authorization. Any Agent, while acting on behalf of Authorizing Entity, is authorized, subject to any
expressed restrictions, to make all other arrangements with Financial Institution which are necessary for the effective exercise of the powers indicated
within this Authorization. The signatures of the Agents are conclusive evidence of their authority to act on behalf of Authorizing Entity. Unless
otherwise agreed to in writing, this Authorization replaces any earlier related Authorization and will remain effective until Financial Institution receives
and records an express written notice of its revocation, modification or replacement. Any revocation, modification or replacement of this Authorization
must be accompanied by documentation, satisfactory to Financial Institution, establishing the authority for the change. Authorizing Entity agrees not to
combine proceeds from collateral securing any debts owed to Financial Institution with unrelated funds.
SPECIFIC AUTHORIZATIONS. The following persons (Agents) are authorized to act on behalf of Authorizing Entity in fulfilling the purposes of this
Authorization:

Individual's Name, Title, & if applicable, Sianat Facsimile Si
Representative Entity’s Name and Relationship to Authorizing Entity il friie Signahure
MARK A EVANS (—DocuSagned
(a) //j’a// @/M
ROZLAND MOKEE I PREF IR Bas
(b) 1 M,L. L
L o 35436401&83
© Burkipolden
JACQUELINE ANN COTUGNO ngg;lasgggfg 1A
@ hm we A ( oﬁwm

\—37€ SJb[)AA‘»OHZd

(e

)]
Authorizing Entity has adopted any facsimile signatures indicated above. Financial Institution may rely on those facsimile signatures that resemble the
specimens within this Authorization or the specimens that Authorizing Entity periodically files with Financial Institution, regardless of by whom or by
what means the signatures were affixed.

Authorizing Entity authorizes and directs the designated Agents to act, as indicated, on Authorizing Entity's behalf to:

(Indicate a, b, c, d, e and/or f to exercise each specific power):

C,D Open or close any share or deposit accounts in Authorizing Entity's name, including, without limitation, accounts such as share
draft, checking, savings, certificates of deposit or term share accounts, escrow, demand deposit, reserve, and overdraft
line-of-credit accounts. Number of signatures required ONE

C,D Enter into and execute any preauthorized electronic transfer agreements for automatic withdrawals, deposits or transfers initiated
through an electronic ATM or point-of-sale terminal, telephone, computer or magnetic tape using an access device like an ATM or
debit card, a code or other similar means. Number of signatures required ONE

Entity Authorization AUTHENTITY 9/1/2018
©2018 Wolters Kluwer Financid Services, Inc. (1809).00
All rights reserved. Page 1 of 2



DocuSign Envelope 1D: 4C9713C9-0BA1-4BA7-970E-96535CFBB37A

Enter into and execute commercial wire transfer agreements that authorize transfers by telephone or other communication systems
through the network chosen by Financial Institution. Number of signatures required ONE

Endorse for cash, deposit, negotiation, collection or discount by Financial Institution any and all deposit checks drafts, certificates
of deposit and other instruments and orders for the payment of money owned or held by Trust. Number of signatures required

Sign checks or orders for the payment of money, withdraw or transfer funds on deposit with you. If Authorizing Entity authorizes
and Financial Institution accepts this power with a multiple signature limitation, Authorizing Entity agrees to waive the multiple
signatures requirement for any withdrawal in a format that does not allow Financial Institution an opportunity to examine
signatures. Number of signatures required ONE

Enter into and execute a written night depository agreement, a |ock box agreement or a safe deposit box lease agreement. Number

Borrow money or obtain other credit or flnanclal accommodation from Financial Institution on behalf of and in the name of
Authorizing Entity on the terms agreed to with Financial Institution. The designated Agents may execute and endorse
promissory notes, acceptances or other evidences of indebtedness. [ If checked, the maximum outstanding credit limit for all
available credit and financial accommodation to Authorizing Entity from Financial Institution must not exceed

$ . Number of signatures required ONE

Grant a security interest, lien or other encumbrance to Financial Institution in any or all real or personal property that Authorizing
Entity now owns or may acquire in the future for the payment or performance of:

[0 specific Debts. The debts, liabilities and obligations, and their renewals, extensions, refinancing and modifications,

O All Debts. All debts, liabilities and obligations of every type and description owed now or in the future by Authorizing Entity to

Receive and acknowledge receipt for funds, whelher payable to the order of Authorizing Entity or an Agent, without additional
certification as to the use of the proceeds. Number of signatures required ONE

Guaranty the payment and performance of debts, liabilities and obligations owed to Financial Insmutlon or its successors and
assigns by (Borrower):

O specific Debts. The debts, liabilities and obligations, and their renewals, extensions, refinancing and modifications, evidenced

[0 Al Debts. All debts, liabilities and obligations, and their renewals, extensions, refinancing and modifications, that Borrower
owes now or in the future to Fnancial Institution, to the extent allowed by law.

[0 Grant a Security Interest. The designated Agents may also grant a security interest, lien or other encumbrance to Financial
Institution in any or all real or personal property that Authorizing Entity now owns or may acquire in the future for the payment or
performance of this guaranty. Number of signatures required ONE

Periodically amend, restructure, renew, extend, modify, substitute or terminate any agreements or arrangements with Fnancial
Institution that relate to this Authorization. Number of signatures required ONE

Execute other agreements that Financial Institution may require, and perform or cause to be perfo:med any further action
necessary to carry out the purposes of this Authorization. Number of signatures required ONE

C.D
C,D
ONE
C, D
C,D
of signatures required ONE
C D
C D
evidenced by (descnibe):
Financial Institution.
Number of signatures required ONE
C. D
C.D
by (describe):
Number of Signatures required ONE
C D
C,D
C.D Other (specify)

Number of signatures required ONE

INTERPRETATION. Whenever used, the singular includes the plural and the plural includes the singular. The section headings are for convenience only
and are not to be used to interpret or define the terms of this Authorization.

SIGNATURES. By signing, | certify and agree to the terms contained in this Authorization on behalf of Authorizing Entity on 04/01/2024

| also acknowledge receipt of a copy of this Authorization.

AUTHORIZATION'S SIGNERS:

DocuSigned by:

DocuSigned by:

; 4/1/2024 Ruakhslden 4/1/2024
By: sedine [ (ptusps Y By: | Hary of.
E!Q-GD4A501428, Y Date A $3:NE.9544 1A Date
JACQUELINE A COTUGNO GARY L BURKHOLDER
FOR FINANCIAL INSTITUTION USE ONLY
Acct/Loan # ALL Authorization and agreement completed and effective 04/01/2024

By HEATHER L KUBASAK

for the Financial Institution.

Entity Authorization
© 2018 Wolters Kluwer Financia Services, Inc.
All rights reserved.

AUTH-ENTITY 9/1/2018
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Etna Ohio

CERTIFICATE OF TRANSITION FOR ETNA TOWNSHIP FISCAL OFFICER

April 1, 2024

Jacqueline Cotugno, Incoming Township Fiscal Officer
Etna Township, Licking County

PO Box 188

Etna, Ohio 43018

In accordance with Ohio Revised Code (ORC) §§ 117.171 and 503.28, |, Julie Varian, have prepared this
certificate of transition before leaving office as Township Fiscal Officer for Etna Township, Licking County
on March 31, 2024. This certificate contains an inventory of items and other information which is my
responsibility to provide to my successor/successor’s office.

Due to security concerns and internal control measures, any passwords or pins to accounts are not
included in the information listed below. Upon assuming the position, you should follow the policies and
guidelines of the Board and contact the financial institutions to transition accounts.

Before leaving office, | have provided the following items, documents or access, as applicable, which are
under my purview as Township Fiscal Officer:

C%L Keys or other physical access to all offices, vehicles, and other property including access to parking
and/or other restricted access credentials as well as any other public assets in my possession and under

my purview.
Q?E Access as an “eServices” contact in the Auditor of State’s eServices portal
(https://eservices.ohioauditor.gov/) for your entity. It is important to maintain current contact
information in eServices to receive billing and audit information from -- and submit financial statements
and other information to -- the Auditor of State’s office. If you are a new fiscal officer, you should log
into eServices and make yourself the main entity contact on the Main tab under the My Profile
page. You should also verify all other contact information is current and complete on the Main,
Governing Board, and Report Release Recipients tabs on this page.

%ﬁ List of all credit, debit, purchasing/procurement cards as well as a list of any other authorized
ers.

?C List of all systems utilized, including accounting and inventory systems, and directions to access
em.

%[List of all bank and investment accounts, including bank reconciliations and accompanying support
as well as the related signatories associated with these accounts, and any other related external
systems.

%(List of any cash, checks, and any other monies including any petty cash accounts and change funds
(c¢ash on hand).

Current operations and/or policy manual.

List of statutory filings, notifications and any other statutorily required responsibilities.

Current governing documents and strategic plans (e.g. constitution, bylaws, union and other
agreements, meeting minutes, etc.)

%}COrganizational chart and position descriptions/responsibilities for all personnel of the official’s
fice if applicable.

ist of all current leases, contracts, outstanding loans and advances, lines of credit, debt schedules,
continuing disclosure obligations, State and Federal grant agreements, and any other agreements.

10l

Etna Township, Licking County, Ohio
81 Liberty Street, PO Box 188, Etna, Ohioc 43018
Telephone (740) 927-7717
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q:ﬁ All budgetary documents including budgets, certificates or amended certificates of estimated

esources and appropriations, past audits and management letters, and copies of budget commission

Any other records pertaining to the operation of the office such as payroll, insurance policies, bonds

filings
%&st of any pending correspondence or other matters requiring immediate attention.
of/elected officials or employees, levy language for all levies currently being collected, etc.

%AII books, records, documents, laws, obligations, papers, blanks, and all other articles and property
im the township fiscal officer's possession belonging to the township, as required by ORC §503.28.

My signature below represents my certification that the information provided is complete and accurate.
Julie Vari utgoing Fiscal Officer, Etna Township, Licking County Date: March 31, 2024

My signature below acknowledges receipt of the items and other information identified in this letter of
representation.

Jacqueline Cotugno, Incoming Fiscal Office, Etna Township, Licking County Date

Per Ohio Revised Code 117.171, the outgoing officeholder and incoming officeholder/office are each
mandated to retain a copy of the letter in the event the Auditor of State determines it is necessary to
test the accuracy of this letter.

Etna Township, Licking County, Ohio
81 Liberty Street, PO Box 188, Etna, Ohio 43018
Telephone (740) 927-7717



ACH Notification

R Park

MATIONAL BANK

Report Date/Time 10/31/24 00:27:16 EDT

This transaction exceeded the limits permitted.
Transaction Number: ACH-01435329

ACH Company: ETNA TOWNSHIP

Company Entry Description: Etna 6.29.
Payment Date: 11/01/2024

Total Credits: $14,794.57 (8)

Total Debits: $0.00 (0)

Status: Limits Exceeded




ACH Notification

Park

NATIONAL BANK

Report Date/Time 11/01/24 08:56:00 EDT

This transaction is pending delivery to the bank.
Transaction Number: ACH-01443936

Same Day Ach Deadline: 4:00 PM EDT

ACH Company: ETNA TOWNSHIP

Company Entry Description: Etna 6.29.
Payment Date: 11/01/2024

Total Credits: $10,662.43 (7)

Total Debits: $0.00 (0)

Status: Pending Delivery




Date-Time

Action Company/Bank ID

Action User ID | Target Company ID |

Target User ID

Service Name

Action

11-01-2024-16:01:05:747 EDT
11-01-2024-15:02:04:436 EDT
11-01-2024-13:43:04:785 EDT
11-01-2024-13:42:44:959 EDT
11-01-2024-13:39:06:581 EDT
11-01-2024-13:38:23:833 EDT
11-01-2024-11:28:16:989 EDT
11-01-2024-11:23:38:090 EDT
11-01-2024-11:22:23:398 EDT
11-01-2024-08:55:55:451 EDT
11-01-2024-08:50:55:788 EDT
11-01-2024-07:44:40:993 EDT
11-01-2024-07:43:33:319 EDT
10-29-2024-12:40:17:366 EDT
10-28-2024-20:31:10:949 EDT
10-28-2024-20:24:26:298 EDT
10-28-2024-20:14:09:581 EDT
10-26-2024-15:26:42:921 EDT
10-26-2024-15:24:01:784 EDT
10-18-2024-14:44:58:130 EDT
10-17-2024-17:54:40:950 EDT
10-17-2024-17:52:01:495 EDT
10-16-2024-12:39:18:703 EDT
10-16-2024-12:33:26:117 EDT
10-15-2024-17:28:23:709 EDT
10-15-2024-17:19:21:299 EDT
10-13-2024-14:55:46:889 EDT
10-12-2024-18:05:48:156 EDT
09-29-2024-13:56:43:676 EDT
09-29-2024-13:42:22:118 EDT
09-29-2024-13:41:21:341 EDT
09-14-2024-17:31:12:797 EDT
09-14-2024-17:23:48:821 EDT
09-14-2024-17:20:57:193 EDT
09-02-2024-12:49:44:858 EDT
09-02-2024-12:40:17:452 EDT
09-02-2024-12:22:13:529 EDT
09-01-2024-12:56:32:737 EDT
08-25-2024-10:33:05:593 EDT
08-20-2024-20:03:41:592 EDT
08-17-2024-12:44:58:425 EDT
08-17-2024-12:41:19:467 EDT
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User Secure Browser Login
User Secure Browser Login
User Software Token Client iOS Messenger Login
User Software Token Client iOS Messenger Login
User Software Token Client iOS Messenger Login
User Software Token Client iOS Messenger Login
User Software Token Client Reverification
User Software Token Client Reverification
User Secure Browser Login
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
Access User Credentials
User Secure Browser Login
User Software Token Client Reverification
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
User Secure Browser Login
User Secure Browser Login
User Secure Browser Login
User Secure Browser Login
User Software Token Client Reverification
User Software Token Client Reverification



08-17-2024-12:38:06:260 EDT
08-11-2024-15:07:22:439 EDT
08-06-2024-17:23:57:435 EDT
08-06-2024-15:31:39:108 EDT
08-04-2024-21:38:03:239 EDT
08-04-2024-21:25:52:420 EDT
08-04-2024-21:24:38:966 EDT
07-30-2024-13:50:03:098 EDT
07-22-2024-12:02:13:106 EDT
07-22-2024-11:59:15:119 EDT
07-22-2024-11:55:52:911 EDT
07-22-2024-11:54:07:267 EDT
07-21-2024-12:46:06:072 EDT
07-15-2024-09:27:32:003 EDT
07-14-2024-15:26:23:056 EDT
07-07-2024-09:25:39:007 EDT
07-07-2024-09:22:34:682 EDT
07-02-2024-10:43:45:472 EDT
07-02-2024-10:42:40:644 EDT
07-01-2024-21:10:21:894 EDT
07-01-2024-21:08:49:142 EDT
07-01-2024-21:02:35:962 EDT
07-01-2024-20:58:29:868 EDT
07-01-2024-20:58:24:651 EDT
07-01-2024-16:58:38:295 EDT
07-01-2024-16:08:50:029 EDT
07-01-2024-16:00:58:578 EDT
06-30-2024-12:50:05:914 EDT
06-30-2024-12:49:39:174 EDT
06-30-2024-12:47:15:527 EDT
06-30-2024-12:37:41:184 EDT
06-30-2024-11:39:17:545 EDT
06-23-2024-17:11:38:748 EDT
06-23-2024-17:05:39:492 EDT
06-23-2024-17:04:08:609 EDT
06-23-2024-16:54:16:869 EDT
06-21-2024-14:59:21:908 EDT
06-16-2024-12:30:09:754 EDT
06-16-2024-12:30:07:502 EDT
06-10-2024-10:27:25:693 EDT
06-10-2024-10:20:29:988 EDT
06-05-2024-13:16:43:421 EDT
06-04-2024-18:29:47:153 EDT
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