"TOWN OF DEWEY-HUMBOLDT o |
' o ()9-
ADMINISTRATIVE REGULATION AR N 09-03

Subject: Credit Card Procedures | Effective Date: December 14, 2009

1. Scope. This policy applies to employees in all Town programs, agencies and authorities..

2. Purpose. To establish criteria for the use of credit cards issued on behalf of the Town of Dewey-
Humboldt for the purpose of conducting Town business. - ‘

3. For the purpose of this policy the following deﬁnitions aoDIV

3.1. ADDI‘OVlnE! Manager This individual shall review and approve a Cardholder 5 monthly statement
of account, reconciliation and backup receipts.

3.2.Cardholder Individual who has been issued a credit card and who i$ authorized to make
purchases in accordance with these procedures.. ‘ o :

3.3. Smgle PurchaSe Limit A dollar amount limitation of purchasing authonty delegated to a
Cardholder Th|s dollar I|m|t may vary from Cardholder to Cardholder o -

34. Vendor A company from WhICh a Cardholder is purchasmg matenals and/or eqmpment or

X serV|ces under the prowsmns of this procedure .

4. Oyerylew The use of credit cards has proven to be a cost effectwe method of obtammg low cost
supply and service items for the Town. The use of credit cards also’ ma kes the Town more

accountable by prowdlng detailed purchase histories and other lmportant récord keeping and time
‘saving information. Some travel and training costs may also be handled hest through the credit card

process. _
5. Procedure. For the credit card process to operate efficiently, a timely'response to each of the
" elements of the procedure is required from those concerned. Failure to do so will create problems
for the Finance area to make the payment on time, and in preparing for the month’s end closeout.
Employee absences should be antlcmated and arrangements put in place so that the process flow
will not be delayed. : .

5.1. Issuance of Credit Cards.
5.1.1. The em]oloyee must sign documentation verifying agreement to the conditions of use.

5.1.2. ' The Town Manager will determine the purchase authonty of the employee and sign the
enrollment form indicating approval.

5.1.3. ° Finance will review the enrollment form and process for issuance of a credlt card for
the employee

5 2 Use of the Credit Card

5, 2 1. Ifan employee receives a unigue card W|th his/her name on it. ONLY that Cardholder is
authorized to use that card. Upon authorization of Town Manager or Finance Director, the

Cardholder may make transactions on behalf of others in the organization (such as publications).

However, the Cardholder is responsible for all use of his/her card.

5.2.2. Al purchases will be made In accordance with the Pnncnpals of Sound Flnanmal
. Management {Financial Pohc:es) and AR No. 09-01 {Purchasing Procedures).

5.2.3. The credit card is to be used in the conduct of the Town's business only. The use of a
“Town credit card to acquire or purchase goods and services for other than official.use of the
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Town is fraudulent use and may subject the employee to dlsuplmary action up to and mcludmg
dismissal and/or criminal prosecution.

5.2.4. The total value of a transaction shall not exceed a Cardholder’s single purchase limit.
Payment for a purchase WILL NOT be split into multiple transactions to stay within the smgle
purchase limit. '

5.2.5.  All items purchased over-the-counter must be |mmed|ately avallable at the time of
credlt card use. No backordering of merchandise is allowed. :

5.2.6. Spendmg limits will be adhered to.

- 5.2.7. The Cardholder shall retaln vendor’s receipts and/or records of telephone mternet
and/or mail orders and file for future reconciliation of the credit card statement.

6. Unauthorlzed Credit Card Use. - The credit card SHALL NOT BE USED for the followmg

6 1 Personal purchases or identification. ‘ ,
6.2. A purchase that exceeds the Cardholder’s single, daily, and/or monthly purchase l|m|1:
6.3. Cash advances. | ' '

7. Personal Responmbﬂlty A Cardholder who makes unauthorized purchases WI|| be I|ab|e for the B
total dollar amount of such unauthorized purchases, plus any administrative fees charged by the -
Bank or card company in connection with the misuse. The Cardholder will also be subject to
disciplinary action, which may include termination. :

-8. ‘Making a Purchase. It is the Town’s policy to seek competition and the Iowest pr[ces within the

- parameters of quality and delivery. Accordingly, whenever making a credit card purchase the _
Cardholder will check as many sources of supply as reasonable to the situation to assure best price .
and delivery. Where possible the finance department will establish prlcmg»agreements and |dent|fy .
the preferred suppllers - : : : : S

9. Cardholder Record Keepmg Whenever a credit card purchase is made, elther over—the counter or
- by other means, documentation shall be obtained as: proof of purchase. Such documentation w1|l be
“used to verify the purchases listed ‘on the Cardhalder’s monthly statemnent of account

9,1. When the purchase is made over-the-counter the Cardholder shali retain the invoice and

“customer copy” of the charge receipt. The Cardholder is responsible for checking that the vendor
lists the quantity, fully describes the item(s), and mcludes sales tax, pnor to the Cardholder signing
the slip.

9.2. When the purchase is made on the Internet the Cardholder shall print a copy ofthe recelpt and
order confirmation before. exrtlng the site. : :

9, 3. When the purchase is made over the telephone e the ( Cardholder shall have the Vendorfax them
a copy of the receipt. : -

9.4, When a purchase in made by mail the Cardholder shall retain all conflrmatlons and shlpplng
documentation. . .

-9.5; When an item is returned the vendor shall issue the Cardholder a credit, which should appear
on a subsequent statement. Under no circumstances should the Cardholder accept cash in lieu of a
credit to the credit card. account.
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9.6. Comments. “Comments” should include the purpose of the purchase, whether there was an
under/over shipment of quantity, if there are errors to be resolved, if goods were damaged or Ifthe
purchase was for food, who it was for and why.

10. YEAR END. Durmg the month of June, purchases will be restrlcted to facllitate the Flscal Yearend
' closrng It is imperative that careful planning is done to ensure that approprlate levels of supplies are
on hand to last untii the begmnmg of the new FISCEll Year -

11. Monthlg Statemegt At the end of each billing cycle the Cardholder shall recelve hls/her monthly
statement of account that wrll list the Cardholder’s transactions for that period: ' : .

11. 1 The Cardholder shall receive his/her monthly statement of account that will ltst the |
Cardholders transactlons for that period. - N L 5 o .

11.2. The' Cardholder shall check each transactlon listed agamst hls/her purchasmg log, I"ECEIp'ES and
any shipping documents to verify the monthly statement. The original sales documents (packingslip
invoice, cash register tape, credit card slips, etc.) for all items listed on the monthly statement MUST
be neatly attached in Transaction Log sequence, to the Transaction Log and submitted with the
statement to Accounts Payable within 3 busmess days of recewlng the monthly statement

11. 2.1. Ongmal recelpts must be attached. More than two remmders of thlS routlne will be
grounds for revoking the employee’s credit card prnnleges

11 2.2, Cardholder must assign the appropnate expendlture account for each purchase

- 11 3 Ifan item is returned and a credit voucher is received, the Cardholder shall verlfy that this
credlt is reflected on the monthly statement. :

114, If any purchased items or credit is not listed on the maonthly. statement the appropnate
" transaction documentation shall be RETAINED by the Cardholder until the next monthly statément.
If the purchase of tredit does not appear on the statement within 31 days after the date of
, purchase the Cardholder shall not|fv the Finance Department

12. Cardhalder Securltv itisthe Cardholder’s responsibility to safeguard the credlt card and account
number tothe same degree that a Cardholder safeguards his/her personal credit |nformat|on A
violation ofthls trust will resuit in that Cardholder havmg his/her ca rd W|thdrawn and dlsmpllnary
action. ‘ :

12. 1 If the card is lost or stolen the Cardholder shall immediately notlfy the credit card company,
representatives are available 24 hours a day. Advise the representative that the call is regarding a
credit card. The Approving Supervisor, Town Manager and Finance should also be notified and the
Lost/StoIen Card Notlfrcat:on form filled out. - :

12, 2 A new card shall be promptly issued to the Cardholder after the reported loss or theft A card
- thatis subsequently found by the Card holder after being reported lost. shall be destroyed. - -

12.3. Any em ployee may have two cards replaced due to loss or theft after that they may have their
credit card prlwleges revoked. If an employee is found guulty of theft due to negllgent in care of
security, replacement cards will not be |ssued :

13. Cardholder Separation. Prior to separation from the Town of Dewey- Humboldt the Cardholder
shall-surrender the credit card and current credit card proofs of purchase to h|s/her Approving
Supervisor. Upon its receipt, the Approving Supervisor will foliow the steps outlined under Review of
Monthly Statement and Payment of Credit Card Purchases, and forward the card to Finance to be

_destroyed
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Forms. .

‘Credit Card Enrollment Farm

Transaction Dispute Form

Lostror Stolen Ca rd
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TOWN OF DEWEY-HUMBOLDT
LOST/STOLEN CARD NOTIFICATION

Cardholder Information:

Name

Card Number

Department:

Card holder Signature - . ) © -.°  Date
Please Check One;
Card was: - ‘ Lost

Stolen

Other (Desoribe)

Was a Police Report filed? YES . NO . . (Circle)

If yes:

Rebort”Number;. -

IMPORTANT: It is imperative that you oontac:t the Credit Card Company |mmediately for suspension of your .
__card: You are resnonsmie for all charqes made on the card until it has beencanceled. -

- You must aiso notify the Fiscal Responsibility Department.

Upen your telephone call, the bank will immediately suspend your credit card and issue a new card The new
card will be sent to the Fiscal Responsibility Department.

S:\Finance\Procurement\Credit Card\Drafts\ARO08-XX Lost Stolen Card Notification.doc



