
BUFFALO GAP BOARD OF TRUSTEES 
PROPOSED REGULAR MEETING AGENDA 

AUGUST 4, 2025 6:00 PM 
OLD BANK - BUFFALO GAP 

MR. RAY HUSSEY - TRUSTEE, MRS. CHRISTINE WELLS - PRESIDENT, MR. 
TRAVIS LASSETER - TRUSTEE, MRS. NICOLE GUERRIERI - FINANCE OFFICER 

1. Call to Order. 

2.   Roll Call and Determination of Quorum. 

3.   Pledge of Allegiance. 

4.   Conflict-of-interest Declaration 

5.   Approval of August 4, 2025 Agenda. 

6.   Approval of July 7, 2025 Meeting Minutes. 

7.   Approval of July 8, 2025 Public Hearing Minutes. 

COMMITTEE REPORTS 

8.   Finance Officer. 
	 a. Monthly Expenses 
	 b. Monthly Financials 
	 c. Opening Business Accounts with First Interstate Bank and Maverick 
	 d. Ordinance 2025-01 Supplemental Appropriation (Second Reading) 
	 e. Insurance Claims 
	 f.  Water Project Phase 2 Construction Management 
	 g. Cell Phone Issuance 
	 h. Key Control Policy 
	 I.  Credit Card Policy 
	 j.  2026 Budget Request 

9.  Water and Sanitation Department. 
	 a. Update on Water System 
	 b. Update on Water System Deficiencies 
	 c. Report on Water Loss 
	 d. Park Yard Hydrant Install 
	 e. SCADA System Monitoring Device Issuance 

10.  Road and Street/Grounds and Mowing. 
	 a. Road Maintenance and Repair Update 



	 b. Equipment Maintenance and Repair Update 

11.  Building Maintenance.  

12.  Animal Control. 

13. Community Center Committee. 
	 a. Remaining Windows on Order 
	 b. Window Installation Date 
	 c. Backup generator maintenance at Auditorium (Community Center) 

14.  Park Committee - Removal of Playground Equipment  

15.  Board of Trustees.  
	 a. Mail Call 
	 b. Notice of Meeting Events 

OLD BUSINESS 

16.  Proposal to Open 1st, Cedar, and Popular Streets 
	 a. Engineering Survey Pending 
	 b. Utility Survey Pending 

17.  Update and Organize all Town Ordinances. 
	 a. Resolution 94 
	 b. Ordinance 2018-02 
	 c. Resolution 2019-01 

18.  Water Construction Phase 2. 

19.  Water Outage Communications Plan. 

20.  Opt Out Water Meter Customers. 

21.  Windcross Conservancy Use of Town Acreage. 

NEW BUSINESS 

PUBLIC TIME 
 
This is time for citizens to discuss issues or concerns for the town of Buffalo Gap 
directly to the Board of Trustees. The amount of time for discussion or presentations 
can be limited by the President of the Board. Individuals shall refrain from discussing 
personalities. No action will be taken by the Board of Trustees without first being placed 
on a future agenda. 



EXECUTIVE SESSION 

Executive Session per SDCL 1-25-2 if needed. Motion to move into Executive Session 
pursuant to SDCL 1-25-2(1) if required. 

ADJOURN MEETING - Next Monthly Meeting is September 8, 2025 at Old Bank due to 
Labor Day Holiday. 



Notice Content

Town of Buffalo Gap 
Meeting Minutes 
Meeting called to order on July 7, 2025 at 6pm at the Old Bank Bldg. Roll Call-Ray Hussey-
Absent; Nikki Guerrieri-Present; Travis Lasseter-Present; Christine Wells-Present. Pledge of 
Allegiance. No conflict of interest declared. All motions are consider unanimous unless noted. 
Approved July 7, 2025 Agenda, Lasseter-motion, Wells-second. Approved June 2, 2025 
Meeting Minutes, Lasseter-motion, Wells-second. Approved to amend June 17, 2025 meeting 
minutes to add Annual Budget training approved for the new finance officer, Lasseter-motion, 
Wells-second. Finance Officer. Office Hours are tentative Monday and Tuesday 8:30am - 
10:30am Financial reports are delayed this month due to the transition to the new finance 
officer. Monthly expenses were presented and paid. The town will submit an application for a 
credit card with First Interstate Bank, Lasseter-motion, Wells-second. Ordinance 2026-01 
Supplemental Appropriation first reading, Lasseter-motion, Wells-second. Water & Sanitation 
Department. Leak on 1st and Pine was repaired. Cost estimates have been received for the 
concrete access to the below ground tank, $8,200 and to repair the roof vent of the above 
ground tank, $2,800 (claim was submitted to insurance - pending approval). Water operator will 
attend training Oct 7-9 and Dec 2-4 for certification training, Lasseter-motion, Wells-second. 
Road & Streets. Waiting on estimate for maintenance of equipment and parts for the mower. 
Building Maintenance. Broken window at Woodman Hall was submitted to insurance. Animal 
Control. Nothing to report. Community Center. Nothing to report. Park Committee. Continue 
removal of unsafe playground equipment, next cleanup date scheduled Thursday July 10. 
Board of Trustees. Received a request from water customer to review and refund sanitation 
services, Wells will review and provide response to customer. BG Blowout requested trash 
cans be placed on Main St during the event. Old Business. Proposal to Open 1st, Cedar and 
Poplar Streets, status pending on the engineering and utility survey. Update and Organize all 
Town Ordinances - ongoing and books are located in the finance office are available for review 
by the public. Water Construction Phase 2, water operator requested to verify where the 
construction will end on 2nd Street. Opt Out Water Meter Customer, survey was developed to 
send to water meter opt out customers, failure to respond to the survey implies the customer 
opts out of water meter upgrade and water service will be disconnected. Wind Cross 
Conservancy Use of Town Acreage, a meeting will be scheduled with the previous lease holder 
to discuss future usage of the land. Lasseter-motion, Wells-second. New Business: Key Control 
Policy and Credit Card Policy were presented to the board for review, moved to August Agenda 
for approval. CDL and Heavy Equipment Pay Rates. Pay rates were set at $19 per hour for CDL 
operator and $21 per hour for Heavy Equipment operator, Lasseter-motion, Wells-second. 
Public Time-Business owner addressed concern about malt beverage license process, 
concerns addressed and board understands the urgency of submitting the license in a timely 
manner. No Executive Session. Next Meeting August 4, 2025, Old Bank Bldg. Meeting 
Adjourned at 7:34pm, Lasseter-motion, Wells-second. 
ATTEST: 
________________________ 
Christine Wells  
President, Boards of Trustees  
________________________ 
Nikki Guerrieri 
Finance Office 
Published once at the total approximate cost of $36.46 and may be viewed free of charge at 
sdpublicnotices.com. 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ORDINANCE 2025-01 
 

AN ORDINANCE TO SUPPLEMENTALLY  APPROPRIATE FUNDS 

Be it ordained by the Board of Trustees for the Town of Buffalo Gap, County of Custer, 
South Dakota that the following sum is supplementally appropriated to meet the 
obligations of the municipality and comply with SDCL 9-21-7. 

WHEREAS, the Town of Buffalo Gap has received additional funds in the General Fund 
from contributions and donations that were not anticipated in the annual budget. 

Source of Funding: 
------------------ 
367 Contributions and Donations 		 $4,269.00 
------------------ 
Total Appropriations: 	 	 	 $4,269.00 

General Fund 
========== 
456 Auditorium 
	 426 Supplies		 	 	 $4,269.00	  
========== 

NOW THEREFORE, BE IT ORDAINED that the following supplemental appropriations 
be made to the General Fund for fiscal year 2025 and that the movement of funds are 
hereby approved this 7th day of July 2025. 

	 	 	 	 	 	 	  

______________________________________ 
Buffalo GapTown Board President 

Vote:      
 
Trustee Ray Hussey	 - aye/nay          

Trustee Christine Wells  	 - aye/nay 

Trustee Travis Lasseter	 - aye/nay 

First Reading: July 7, 2025 

Second Reading: _____________ 
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Published: ______________ 

Posted: ______________ 

ATTEST: 

___________________________________________ 
Nicole Guerrieri, Finance Officer, Town of Buffalo Gap 

(SEAL)  
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From: Christine Wells christine.r.wells@icloud.com
Subject: Fwd: Claim 123335 Window Claim

Date: July 30, 2025 at 10:19
To: Herman Wells hermanwells@icloud.com

Christine

Begin forwarded message:

From: Loren Sedevie <lsedevie@claimsassoc.com>
Date: July 24, 2025 at 6:54:13 AM MDT
To: Christine Wells <christine.r.wells@icloud.com>
Subject: RE: Claim 123335  Window Claim

Christine…
 
I have requested the checks to be sent in regards to the window $675.00 after the
$500.00 deductible and in regard to the water tank $2,300.00 after the $500.00
deductible.
 
Thanks,
 
Loren Sedevie
Claims Associates, Inc
PO Box 9595
Rapid City, SD  57709
(605) 275-5221  Office

 
 
 
From: Christine Wells <christine.r.wells@icloud.com>
Sent: Monday, June 30, 2025 5:04 PM
To: Loren Sedevie <lsedevie@claimsassoc.com>
Subject: Re: Claim 123335 Window Claim
 
CAUTION: This email is from an outside source. Use caution before opening
attachments, clicking links or providing confidential information.

Loren,
 
Here’s the photo of the broken window.
 



TOWN OF BUFFALO GAP 

PO Box 295, Buffalo Gap, SD 57722 
______________________________ 

 
 

TMS 

Attn: Mr. Jerod Birchell 

PO Box 3804 

Rapid City, SD 57709-3804 

 

Mr. Birchell, 

The Town of Buffalo Gap has multiple deficiencies in our municipal water infrastructure. 

Most of the issues were identified within the last 4 years. Unfortunately, the needed 

repairs were never addressed. Our board intends to address the issues.  

The Town of Buffalo Gap Board of Trustees request your assistance in the repair of the 

following municipal water tank issue(s): 

ISSUE 1. 

DEFICIENCY: Tank #2 (BELOW GRADE) - Concrete walls are cracking or failing 

around the lid of the below ground concrete tank access point. This prevents the lid 

from properly enclosing the tank and protecting it from contamination. The access hatch 

does not sit at least 24 inches above the ground surface. See attachment # 1 for 

pictures of deficiency. 

REQUIREMENT: Repair the ground concrete storage tank access point to ensure it can 

be properly sealed to prevent contamination. The tank lid will form a proper seal on the 

concrete tank. Spalling must be repaired. Weather stripping must be installed. The 

access hatch must sit at least 24 inches above the ground surface. NOTE: Please 

include in your quote a replacement access hatch that can be opened and closed by a 

single individual. 

STANDARD: Work will be accomplished in coordination with the Town of Buffalo Gap. 

Point of Contact is Herman Wells, Email: hermanwells@icloud.com, Telephone: 254-

368-1754 or Todd Heck, Telephone: 503-932-0780. Repair must pass inspection by a 

representative from the South Dakota Department of Agriculture and Natural 

Resources. Point of Contact is Erin Fagnan, P.E, Email: Erin.Fagnan@state.sd.us, 

Telephone: 605-910-4953. 



ISSUE 2. 

DEFICIENCY: Tank #1 (ABOVE GRADE) - The vent on the above ground steel tank is 

damaged. See attachment #2 for pictures of deficiency. 

REQUIREMENT: Replace/Repair the vent with parts that meet above ground 

manufactures steel tank engineering specifications and standards. 

STANDARD: Work will be accomplished in coordination with the Town of Buffalo Gap. 

Point of Contact is Herman Wells, Email: hermanwells@icloud.com, Telephone: 254-

368-1754 or Todd Heck, Telephone: 503-932-0780. Repair must pass inspection by a 

representative from the South Dakota Department of Agriculture and Natural 

Resources. Point of Contact is Erin Fagnan, P.E, Email: Erin.Fagnan@state.sd.us, 

Telephone: 605-910-4953. 

ISSUE 3. 

DEFICIENCY: Tank #1 (ABOVE GRADE).  An improper screen size was identified on 

the vent and overflow pipe. See attachment #3 for pictures of deficiency. 

REQUIREMENT: Replace/Repair the screen on the overflow so the screen is the 

approved #24 corrosion-resistant screen. 

STANDARD: Work will be accomplished in coordination with the Town of Buffalo Gap. 

Point of Contact is Herman Wells, Email: hermanwells@icloud.com, Telephone: 254-

368-1754 or Todd Heck, Telephone: 503-932-0780. Repair must pass inspection by a 

representative from the South Dakota Department of Agriculture and Natural 

Resources. Point of Contact is Erin Fagnan, P.E, Email: Erin.Fagnan@state.sd.us, 

Telephone: 605-910-4953. 

 
The town will provide payment upon work completion however, we expect if the repairs 

do not pass inspection by the state, you will return to make the required repairs. The 

repairs must pass state inspection. We encourage your organization to contact the state 

POC listed if any questions arise regarding inspection standards. 

We have more repairs that need attention. If at any point your organization desires to 

view the list of repairs and address the board with an action plan, please contact the 

board president, Mrs. Christine Wells, christinewells@protonmail.com, or 571-420-0175. 

 

Sincerely, 

 

 



Mrs. Christine Wells  
President 
Board of Trustees 

 

 

 

 

 

 

 

 

  



 

ATTACHMENT #1 

 

ISSUE # 1 (BELOW GRADE) ACCESS HATCH WITH METAL TOP REMOVED 

 



ISSUE # 1 (BELOW GRADE) ACCESS HATCH WITH SPALLING 

 

 

 

 

 

 

  



ATTACHMENT #2 

 

ISSUE # 2 (ABOVE GRADE) ROOF VENT DAMAGE 

 



ISSUE # 2 (ABOVE GRADE) ROOF VENT DAMAGE CLOSEUP 

  



ATTACHMENT #3 

 



From: Greg Lakey greg@tankmaintenancesolutions.com
Subject: RE: Town of Buffalo Gap- Vent Replacement

Date: July 23, 2025 at 10:53
To: Herman Wells hermanwells@icloud.com
Cc: Jerod Birchell jerod@tankmaintenancesolutions.com, Robert Greenspan robert@midcodiving.com, Jessica Brown

j.brown@midcodiving.com

Our price from the supplier is $2,500. EXCLUSIONS: Sales and Use Tax (if applicable),
Freight via common carrier.
 
If you can confirm the bolt count is 30, I will feel confident we have the correct vent. I can
then get a final delivered cost to Buffalo Gap.
 
Once the council agrees to our below-grade hatch replacement, I will order the new vent
and simply create a separate vent invoice.
 
 

Greg Lakey
Business Development Manager
Greg@tankmaintenancesolutions.com
 

Phone: 800-240-9945
P.O. Box 3804
Rapid City, SD 57709-3804
tankmaintenancesolutions.com
 

 
 
From: Herman Wells <hermanwells@icloud.com>
Sent: Wednesday, July 23, 2025 10:39 AM
To: Greg Lakey <greg@tankmaintenancesolutions.com>
Cc: Jerod Birchell <jerod@tankmaintenancesolutions.com>; Robert Greenspan
<robert@midcodiving.com>; Jessica Brown <j.brown@midcodiving.com>
Subject: Re: Town of Buffalo Gap- Vent Replacement
 
Greg,
 
Thank you. We will check the bolt placement. I may have missed it, but was there a
price quote for the vent or will that come after confirmation?
 
Sincerely,
 
Herman
 
 
Sent from my iPhone

On Jul 23, 2025, at 09:47, Greg Lakey
<greg@tankmaintenancesolutions.com> wrote:

Hello Herman,



Hello Herman,
 
I contacted our supplier that carries bolted tank vent replacements for
Harvestore products. The attached information gives a complete description of
the new vent that will be AWWA compliant. Outside diameter matches photo at
28.5”.
 
We will ask our contractor who is fixing your concrete hatch to replace the
damaged vent on the bolted tank during the same visit. If you would like to
confirm the size, simply have someone count the number of bolt holes. It
should be 30.
 
This vent comes from California so the order and shipping turnaround will be
about 3-4 weeks.
 
<image002.jpg>
<image004.png>
<image003.png>
 
Best regards,
 
<image001.jpg> Greg Lakey

Business Development Manager
Greg@tankmaintenancesolutions.com
 

Phone: 800-240-9945
P.O. Box 3804
Rapid City, SD 57709-3804
tankmaintenancesolutions.com
 

 
 
<Standard 20_Vent.pdf>



Statement of Purchase  
 

GREAT PLAINS STRUCTURES 
3301 LABORE ROAD 
VADNAIS HEIGHTS, MN 55110 

 
CUSTOMER: Buffalo Gap 
 
PROJECT:  Aquastore Gravity Vent 

DATE:  June 18, 2025 

SCOPE OF WORK 

GREAT PLAINS STRUCTURES, THE AUTHORIZED AQUASTORE DEALER FOR CST 
STORAGE, INC. CAN PROVIDE THE FOLLOWING PURCHASED MATERIAL:  

GRAVITY VENT 
 

 GREAT PLAINS STRUCTURES TO DELIVER REPLACEMENT GRAVITY VENT FOR 
TANKS: 896067 

 TO BE INSTALLED BY OTHERS 
 **FINAL SHIPPING COST TO BE INCLUDED ON INVOICE** 

 
PRICING:        $ 2,800.00  

TERMS & DELIVERABLES 

 TERMS:  BALANCE DUE UPON RECEIPT 
 

 VAIDITY:  PRICE IS FIRM FOR A PERIOD OF THIRTY (30) DAYS 
 
 

After you have had an opportunity to review the above proposal and should you have questions, 
feel free to call me at 605-881-8194 
 
IN WITNESS WHEREOF, the parties hereto have caused this proposal to be effective as of the day, month and 
year first written above. 
 

 
 CITY OF BUFFALO GAP   GREAT PLAINS STRUCTURES 

By:   By:  
Name:  Name: Marcus Gravatt 
Title:   Title: Service Manager 

 



PO BOX 3804 
Rapid City SD 57709 

(800) 240-9945 
 

info@tankmaintenancesolutions.com 
www.tankmaintenancesolutions.com 

 

“The experience and resources to handle your water storage tank maintenance needs.” 
 

 

July 8, 2025 
 
Herman Wells 
Town of Buffalo Gap 
PO Box 295 
Buffalo Gap, SD 57722 

 
 
RE: 2025 Hatch Removal and Replacement Project   

 
Herman, 
 
It is with great pleasure that Tank Maintenance Solutions (TMS) presents you with this proposal.  
Our team here at TMS is committed to working with you throughout this process of maintaining your water storage tanks. 
 
TMS takes pride in delivering customized solutions to meet the unique needs and requirements of each of our clients, and we are excited to offer our services to you.  
By employing a meticulous approach to identifying and selecting only top-tier vendors, TMS ensures that your project is completed with the utmost integrity.  
 
We invite you to reach out to us should you have any questions or concerns about this proposal, or if you simply want to delve further into the details of this project.  
 
Thank you for considering TMS as your preferred partner in water tank maintenance. 
 
We look forward to a successful partnership! 
 
Regards, 
 

Jerod Birchell 
 

Jerod Birchell 
Project Manager  
Tank Maintenance Solutions (TMS) 
800-240-9945 Office 
jerod@tankmaintenancesolutions.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
                       

mailto:jerod@tankmaintenancesolutions.com


PO BOX 3804 
Rapid City SD 57709 

(800) 240-9945 
 

info@tankmaintenancesolutions.com 
www.tankmaintenancesolutions.com 

 

“The experience and resources to handle your water storage tank maintenance needs.” 
 

Town of Buffalo Gap 
PO Box 295 
Buffalo Gap, SD 57722 

 
RE: 2025 Hatch Removal and Replacement Project   
Tank Maintenance Solutions (TMS) or its subcontractors, will furnish and supply all necessary equipment, labor, and materials for the following: 

 

 

 

 

 

SCOPE OF WORK 
Hatch Removal and Replacement $ 8,025.00 
All work will be completed a workman like manner according to standard practices and under authorization as a licensed county installer. Work is contingent upon weather, strikes, accidents or 
delays beyond our control.  
 
Pricing Includes: Before and after pictures will be provided. 
 
Scope: 
1: Uninstall bad metal lid. 
2: Cut off metal lid guides.  
3: Clean up spalling concrete on existing riser.  
4: Seal w/ Xypex. 
5: Add/install/seal cistern tank adapter plate.  
6: Install 24" HD flat cistern lid w/ vented fill pipe. 
7: Install cistern locking cap.  
 
** Estimate does not include cleaning cisterns. ** 
 
***ONLY IF CLEANING CISTERNS*** 1-hour minimum cleaning time for 2 technicians/safety equipment/Vac truck at $300 per hour - price based upon empty tank and no pumping to occur prior 
to tank entry $300/hr. 
All items are a rough estimate and will be adjusted (+/-) based on a time and materials cost basis. 
 
***ONLY IF WE ARE CLEANING THE CISTERNS***  
Upon completion of cleaning, we will leave a chlorine solution in tank per DEQ guidelines. The tank will need to be completely filled prior to disbursement to ensure water is safe for human 
consumption. It is recommended to fill and empty the tank once for rinsing prior to disbursement.  
 
NOTE: If the tank is filled once prior to disbursement there may be a slight chlorine taste (similar to a swimming pool) and a chalky appearance, if it is consumed on the first fill. As long as the tank 
is full, prior to the disbursement, it should be safe for consumption. 
 
-Excludes any item of work not specifically listed above. 
-Any unknown or conditions not readily visible are excluded and subject to a Change Work Order including asbestos mitigation. 
-All estimate items are tied and cannot be independently contracted unless agreed to by contractor. 
-Project schedule to be agreed upon between owner and contractor prior to start date. 
-This proposal is contingent on a mutually agreeable start date, contract - including this proposal as a standard attachment.  
-Any work done outside of the scope of work will require a signed change work order in order to proceed with execution of work.  
-This is an Estimate and not a final invoice. Work done outside of the scope of this estimate will result in additional billing. A final invoice for work done will be sent out after work has been done.  
-Estimate does not include work needed to be done by a licensed electrician or plumber. 
-Estimate is subject to a 10% contingency price increase/decrease. 
 
NOTE: Any extra repair parts and sealants are not included in bid. Those items will be added to Final Invoice. Any additional repair work will be calculated on a time & material basis. Work must be 
performed when the ambient temperature outdoors is above 40 degrees Fahrenheit (including windchill). 



PO BOX 3804 
Rapid City SD 57709 

(800) 240-9945 
 

info@tankmaintenancesolutions.com 
www.tankmaintenancesolutions.com 

 

“The experience and resources to handle your water storage tank maintenance needs.” 
 

 
 

This proposal, when executed by both parties, shall constitute a binding agreement between all parties. The persons signing 
on behalf of the Client, Owner or Owners Representative and Tank Maintenance Solutions (TMS) hereby represents and 
certifies that they are fully empowered to bind the respective parties to this contract. Any contract that is not fulfilled will 
be subject to a cancellation fee. Terms are net 10 days from invoicing; interest accrues at 1.5% monthly on any unpaid 
balance. Any fees required to obtain a city business license, or any additional permits will be added to the final invoice at 
the current city rate plus appropriate markup. Please note pricing does not include; contract review, additional insurance 
requirements, third party vendor verification site requirements and/or any repair work unless stated in the pricing. This 
proposal is valid for forty-five (45) days from receipt. This quotation has been prepared exclusively for your firm using the   

PRICING 

Total Estimated Price $ 8,025.00 

Estimated Remaining Balance 
Due upon final invoicing 

$ 8,025.00 

 

information you provided. Incorrect or inaccurate information used for estimate purposes that delays progress may influence your final price. Interruptions in the work progression, not in control of Tank 
Maintenance Solutions (TMS) such as, weather, or other delays may also affect your final pricing. If Tank Maintenance Solutions (TMS), or its subcontractor(s) is unable to complete the work as described 
above due to lack of weekend and/or holiday access, tank access, water levels, safety issues, etc. a trip charge and/or standby fee will be added. The contents of this quotation are considered confidential 
and are not to be divulged to third parties. Please note, it is the Client, Owner, and Owner Representative’s responsibility to test and maintain water quality. Any and all applicable warranties will be 
provided by manufacturer(s) and/or subcontractor(s).  

 
 

All Tank Maintenance Solutions (TMS) quotes are subject to availability of personnel, equipment, and subcontractors. Upon approval, please sign and return by fax, email, or mail to Tank Maintenance 
Solutions (TMS). 
 

Town of Buffalo Gap  Tank Maintenance Solutions (TMS) 
PO Box 295  PO Box 3804 
Buffalo Gap, SD 57722  Rapid City, SD. 57709 
   

I have read, understand, and agree to the terms of this proposal:   

  Jerod Birchell 
Signature  Signature 

  Jerod Birchell, Project Manager 
Printed Name & Title  Printed Name & Title 

  July 8, 2025 
Date  Date 

 

TANK DESCRIPTION(S) 
Tank Capacity Dimensions Type 

Tank 2  50K Gallon 8’ Deep Concrete-Below Grade 



TOWN OF BUFFALO GAP 

PO Box 295, Buffalo Gap, SD 57722 
______________________________ 

 
KEY CONTROL POLICY 

 

PURPOSE: The Town of Buffalo Gap employee key control policy is established for the 

purpose of promoting a secure environment and for maintaining a comprehensive 

system to efficiently manage the dissemination of keys throughout various departments 

of town facilities. Individuals may be authorized to receive keys to conduct their work 

while limiting access where appropriate so as not to compromise security. It is 

necessary to maintain key control to uphold the integrity of office and building security. 

This policy describes the procedures by which control, dissemination, use, possession, 

and collection of keys to town facilities will be managed. 

POLICY: All keys to all buildings will be controlled by the Finance Officer. Keys will be 

permanently issued only to those who require full time access to perform their official 

town duties or as approved by the Board of Trustees. Temporary issuance is allowable 

based on specific procedures outlined below. Employees are not allowed to copy or 

allow the copy of their issued key nor to lend their key to anyone on a temporary basis. 

Only the Finance Officer and the President of The Board of Trustees will maintain the 

key code to the Finance Officer’s office. The key code will be changed yearly after a 

new president is elected to the Board of Trustees. 

PROCEDURES: 

1. Keys for distribution will be inventoried and stored in a locked cabinet or container in 

the Finance Officer’s office. 

2. Keys in the key cabinet or container will be inventoried every 3 months by the 

Finance Officer. 

3. Employee keys will be inventoried on a yearly basis at the first board of trustees 

meeting of the new year. 

3. Keys issued are considered town property and may be retrieved by the Finance 

Officer or a board member at any time. 

4. An employee who loses their issued key(s) will be responsible for paying to replace 

the key. 

5. Employees will sign for their key(s). 



6. Temporary key issuance. If a key must be issued on a temporary basis, a return date 

will be established. If the return date is missed, the individual will lose the privilege of 

signing out a temporary key for one year. 

POLICY EFFECTIVE DATE: 

This policy is effective immediately and will remain in effect until updated or rescinded. 

 

 

 

Mrs. Christine Wells        
President 
Board of Trustees 

 

 

Mrs. Nicole Guerrieri 
Finance Officer 
Town of Buffalo Gap 

 

 

 

UPDATED AND APPROVED ON: _______________ 
 
 

 

 

 

 

 

Attachment 1, Employee Key Agreement Form 
 

  



Employee Key Agreement Form  

Key Policy  

Δ I understand key(s) issued are the responsibility of employee, and not subject for loan to a 

third party. 
 

Δ I understand an administrative fee will be assessed for any lost or stolen keys to cover re-

keying/re-stocking expense. Fee is payable to the Town of Buffalo Gap.  

 

Δ I understand I am required to return all keys to the Finance Officer and sign the key return 

portion of this agreement form prior to receiving my last paycheck. 

 
Δ  I understand that if I do not return my key before getting my last paycheck, that I am 

responsible for the cost to replace the lock and all keys necessary. I hereby consent to have 

this amount deducted from my last paycheck.  

 
LIST KEYS HERE: ___________________________________________________________________ 
 
LIST KEYS HERE: ___________________________________________________________________ 
 
LIST KEYS HERE: ___________________________________________________________________ 
 

Key check-out  
Date: ___________ 
Last: _________________________ First: _________________________ 
 
I acknowledge that I am aware of and understand the above key policy and agree to its 

contents.  
 

Employee Signature: _________________________________ 
Finance Officer Initials: _________  
 

Key Return (Finance Officer Signature below signifies all keys were returned or paid 

for) 

Date: ___________ 
Employee Signature: _______________________________________  
Finance Officer Signature: _______________________________________  
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TOWN OF BUFFALO GAP 

PO Box 295, Buffalo Gap, SD 57722 
______________________________ 

 
CREDIT CARD POLICY 

 
PURPOSE: The Town of Buffalo Gap credit card policy is established for the purpose of 
ensuring responsible, transparent, and accountable use of municipal credit cards for 
authorized purchases related to town operations. This policy outlines the roles and 
responsibilities of the Board of Trustees, the Finance Officer, and employees, ensuring 
compliance with municipal regulations and safeguarding public funds. 

POLICY: This policy applies to all municipal employees, officials, or authorized 
individuals issued a municipal credit card or allowed to use one for town-related 
purchases. Credit cards will be controlled by the Finance Officer and approved by the 
Board of Trustees. All employees must adhere to the General and Specific guidelines 
identified in this policy. Employees must sign the Employee Acknowledgement Form 
and provide a Municipal Voucher for Payment to the Finance Officer after making 
purchases. 

PROCEDURES: 

General Guidelines 

1. Authorized Use. 

a. Municipal credit cards are to be used exclusively for official town business. 
Purchase must be directly related to goods and services required and 
approved for the support of municipal operations. 

b. Personal use of municipal credit cards is strictly prohibited, even if the 
employee intends to reimburse the town. 

c. Unauthorized or personal use may result in disciplinary action, including 
termination, repayment of unauthorized charges, and potential legal 
action. 

2. Card Issuance and Limits. 

a. Credit cards may be issued to employees or officials as approved by the 
Board of Trustees. 
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b. Each card will have a specific credit limit, determined by the Board of 
Trustees based on the cardholder’s role and anticipated needs. 

c. Cards will be issued in the name of the Town of Buffalo Gap, with the 
employee’s name listed as an authorized user, where applicable. 

3. Safekeeping and Reporting. 

a. Cardholders are responsible for the safekeeping of the credit card in their 
possession and must immediately report any lost or stolen card to the 
Finance Officer. 

b. Cardholders are not authorized to share card information. 

4. Recordkeeping. 

a. All credit card transactions must be supported by itemized receipts and 
documentation specifying the purpose of the expenditure. 

b. Cardholders must submit receipts and a completed Municipal Voucher for 
Payment (provided by the Finance Officer) within five (5) business days of 
the transaction. 

Responsibilities 

1. Board of Trustees. The Board of Trustees is responsible for the oversight and 
governance of the municipal credit card program: 
 

a. Approval of Policy: Approve and periodically review this Credit Card Policy 
to ensure it meets the town’s needs and complies with applicable laws. 
 

b. Card Issuance and Limits: Authorize the issuance of credit cards and 
establish credit limits for each cardholder based on operational needs. 
 

c. Oversight: Review monthly credit card statements and reports prepared by 
the Finance Officer to ensure compliance with this policy. 
 

d. Disciplinary Action: Address violations of this policy, including determining 
consequences for misuse, in accordance with municipal ordinances and 
state law. 
 

e. Budget Oversight: Ensure credit card expenditures align with the approved 
municipal budget. 
 

2. Finance Officer. The Finance Officer is responsible for the maintenance, 
administration, and monitoring of the credit card program: 
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a. Card Management: Temporarily issue credit cards to authorized employees 

for approved purchases and maintain a record of all issued cards, including 
cardholder names and credit limits. 
 

b. Transaction Review: Reconcile monthly credit card statements with submitted 
receipts and Municipal Voucher for Payment to verify the services or 
materials have been received. 
 

c. Reporting: Provide the Board of Trustees with a monthly report summarizing 
credit card activity, including total expenditures and any discrepancies. The 
use of the towns credit card does not relieve the Finance Officer of listing and 
publishing each town expenditure during monthly meeting of the Board of 
Trustees. 
 

d. Compliance: Ensure all transactions comply with this policy, municipal 
ordinances, and South Dakota state laws regarding public funds. 
 

e. Training: Provide training to cardholders on the proper use of municipal credit 
cards and the requirements of this policy. 
 

f. Issue Resolution: Investigate and report any suspected misuse or fraudulent 
activity to the Board of Trustees immediately. 
 

3. Employees/Cardholders. Employees authorized to use the towns credit card are 
responsible for: 
 
a. Proper Use: Using the credit card only for authorized municipal purchases 

and adhering to all policy guidelines. 
 

b. Documentation: Submitting itemized receipts and Municipal Voucher for 
Payment for all transactions within five (5) business days. 
 

c. Safekeeping: Protecting the credit card from loss, theft, or unauthorized use 
and reporting any issues immediately to the Finance Officer. 
 

d. Compliance: Ensure purchases are approved by the Finance Officer or Board 
of Trustees. 

Prohibited Uses 

Municipal credit cards may not be used for: 
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1. Personal expenses, regardless of intent to reimburse. 
 

2. Cash advances or ATM withdrawals. 
 

3. Purchases exceeding the cardholder’s credit limit or the approved municipal 
budget. 
 

4. Alcohol, tobacco, or other non-essential items. 
 

5. Gifts, donations, or contributions of any kind. 
 

6. Any expenditure prohibited by South Dakota state law or municipal ordinances. 

Violations and Consequences 

1. Investigation: Suspected misuse of a municipal credit card will be investigated by 
the Finance Officer, with findings reported to the Board of Trustees. 
 

2. Disciplinary Action: Violations may result in suspension or revocation of credit 
card privileges, repayment of unauthorized charges, disciplinary action (up to and 
including termination), and/or legal action. 
 

3. Fraud Reporting: Suspected fraudulent activity will be reported to the appropriate 
authorities, including the South Dakota Division of Criminal Investigation. 

 
 

POLICY EFFECTIVE DATE: 

This policy is effective immediately and will remain in effect until updated or rescinded. 

 

 

Mrs. Christine Wells        
President 
Board of Trustees 
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Mrs. Nicole Guerrieri 
Finance Officer 
Town of Buffalo Gap 

 

UPDATED AND APPROVED ON: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attachment 1, Employee Acknowledgement Form 
Attachment 2, Municipal Voucher for Payment 
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Employee Acknowledgement Form  
Town of Buffalo Gap Credit Card Policy Acknowledgment 

I, ________________________, acknowledge that I have received, 
read, and understand the Town of Buffalo Gap Credit Card Policy. I 
agree to comply with all provisions outlined in the policy, including but 
not limited to: 

• Using the municipal credit card solely for authorized town 
business. 

• Retaining and submitting itemized receipts and a completed 
Municipal Voucher for Payment within five (5) business days of 
any transaction. 

• Safeguarding the credit card and reporting any loss or theft 
immediately. 

 
I understand that failure to comply with the Credit Card Policy may 
result in disciplinary action, including suspension or revocation of 
credit card privileges, repayment of unauthorized charges, termination 
of employment, and/or legal action. 

Employee Signature: _____________________________ 

Date: _____________________________ 

 
Received by (Finance Officer): _____________________________ 

Date: _____________________________ 



MUNICIPALITY OF Buffalo Gap, SD
CHECK NUMBER
INVOICE NUMBER
VENDOR EIN - 1099

TO: 

ADDRESS:
(STREET NUMBER, TOWN AND STATE)

TOTAL

Purchase
Date Order No. Quantity Unit Price Total

Date:  Signature of Claimant or Agent:

Date:  

OBJECT CODE AMOUNTDEPARTMENT CODEFUND CODE

APPROVAL BY THE MUNICIPAL BOARD FOR PAYMENT

APPROVED FOR PAYMENT BY MUNICIPAL BOARD ACTION ON:

SIGNATURE OR INITIAL OF PRESIDING OFFICER OF THE MUNICIPAL BOARD:

MUNICIPAL VOUCHER FOR PAYMENT FROM MUNICIPAL ACCOUNT

Itemized Description of Materials and Supplies or Personal Services
and Travel Information or as per Attached Itemized Invoices

Signature of Finance Officer or 
Authorized Agent of Municipality:

DECLARATION OF CLAIMANT OR AGENT IF VOUCHER IS FOR PERSONAL SERVICES, TRAVEL REIMBURSEMENTS OR 
CONTRACTED EXPENDITURES (SDCL 4-9-4)

I DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THIS CLAIM HAS BEEN EXAMINED BY ME AND TO THE 
BEST OF MY KNOWLEDGE AND BELIEF IS IN ALL THINGS TRUE AND CORRECT.

DECLARATION OF FINANCE OFFICER OR OTHER AUTHORIZED AGENT OF THE MUNICIPALITY

I DECLARE THAT THIS VOUCHER AND SUPPORTING INVOICES HAVE BEEN EXAMINED BY ME AND VERIFY TO THE BEST OF 
MY KNOWLEDGE THAT THE SERVICES OR MATERIALS HAVE BEEN RECEIVED.  (SDCL 9-23-1)

Water construction project

1
























