MUNICIPAL ORDER 10-1

A Written Policy Governing PURCHASES AND the Control 

and use of Credit Cards

policy:  The purpose of credit cards is principally for use in the purchase of lodging, transportation and travel expenses, and registration costs pertaining to training sessions for City employees and elected officials.  Credit cards may be used for other authorized purchases when all other methods of procurement have been exhausted or when it is the only acceptable form of payment by the vendor.  Credit card purchases are intended to be small in scope and of a “non-capital” nature and shall not exceed limits established in the City’s Procurement Policy.  

The City Clerk/Treasurer is responsible for issuing, accounting for, monitoring, retrieving and generally overseeing compliance with the City of Flemingsburg’s Credit Card Policy.

Credit cards and the credit card log will be stored in a secure location.

All purchases by City employees must be approved by their department supervisor.  Purchases by City officials other than the Mayor must be approved by the Mayor.  The Finance Committee or a designated member must approve purchases by the Mayor. 

I. Use of Credit Card 

A. The Cardholder must sign out the credit card by filling out the credit card log.

B. The Cardholder must provide the purpose for use of the credit card, who will be making the charges, the vendor’s name and purchase total if known, and date(s) of purchase.

C. The Cardholder is responsible for the credit card and all purchases made while in his/her possession.

D. Only authorized City personnel and officials can use the credit card.

E. The Cardholder shall take all necessary precautions to keep the card and card number in a secure location.

F. The credit card is to be used for City purchases only.

G. The Cardholder must be able to justify that the use of the credit card was necessary and for an official City business purpose.

H. Use of the credit card should be restricted to costs of training such as registration fees, lodging, and travel expenses (gas and meals).  

I. The credit card should only be used for purchase of materials if other methods of payment are not feasible or not accepted by the vendor.

J. The Cardholder’s department is responsible for all documented charges incurred on the Credit card including service fees and finance charges.

K. Questions regarding the Credit card accounts and procedures should be directed to the City Clerk/Treasurer.

L. The Cardholder must return the credit card to the City Clerk/Treasurer immediately after use and record date and time of return on the credit card log.

II.
Cardholder Limits 

A. The maximum dollar amount for a single purchase shall not exceed $300 without authorization from the mayor as stated in the City’s Procurement Code.

B. The City Clerk/Treasurer will maintain a list of credit cards owned by the City including established credit limits and expiration dates.

C. Established credit card limits will be reviewed periodically by the City Clerk/Treasurer and increased or decreased, if deemed necessary, upon approval by the Mayor.

III. Telephone and Facsimile Orders
A. When placing a telephone/facsimile order, confirm that the vendor agrees to charge the card when shipment is made and not sooner.  The receipt charge date should coincide with the shipping date.

B. All telephone/facsimile orders must be recorded on the “Credit Card Purchase” form when the transaction occurs.

C. Request that the Vendor send, via facsimile, a copy of the invoice and attach it to the “Credit Card Purchase” form.  The original invoice is still necessary for reconciliation purposes.

D. If no receipt is available for the telephone/facsimile order, complete the “Telephone/Facsimile Order” form in full as documentation.

E. NO backorders are allowed.

IV. Documentation
A. Documentation must be retained as a proof of purchase any time a purchase is made using the credit card.

B. Purchase Orders and Record of “Credit Card Purchase” forms must be filled out completely.

C. Documentation showing a purchase total only is not acceptable.  Receipts must show exactly what was purchased in detail and the price for each item.

D. The Cardholder must sign receipts.

E. If a receipt has charges for more than one City employee or official, the charges must be clearly identified with each individual’s name.

F. If, for any reason, documentation for a transaction is not available from the vendor, the cardholder must complete a “Statement of Missing Documentation” form, which provides: a description of the item, Vendor’s name, and the reason for missing documentation.  This is not an acceptable routine practice and will be monitored closely.

G. The cardholder is responsible for all purchases made.  If the cardholder fails to get documentation for a purchase, he/she is responsible for payment of that purchase.

V. Card Restrictions
A. The following uses of a Credit card are strictly prohibited:

1. Cash Advances.

2. Personal purchases.  A Cardholder may not charge any personal items  on the City Credit card.

3. Alcoholic Beverage purchases.

4. Entertainment of any kind that is illicit or pornographic.

B. The Cardholder shall comply with any applicable departmental restrictions on usage.

C. The Cardholder shall not violate the City’s Procurement Code.

VI. Reconciliation and Payment
A. The Cardholder must submit a “Credit Card Purchase” form with supporting documentation attached to the Accounts Payable Clerk within three (3) days of usage.

B. All forms must be completed fully and signed by both the employee and the department supervisor.

C. The Accounts Payable Clerk will reconcile the “Credit Card Purchase” form to the monthly billing statement and verify that documentation has been submitted for all charges.

D. Payment will be made promptly before the due date to avoid service or finance charges.

E. The Accounts Payable Clerk will research any discrepancies and contact the appropriate department supervisor.

F. Any department not responding promptly to the request for information from the Accounts Payable Clerk or in any way delays the timely monthly payment of the Credit Card Account will be assessed the finance charges imposed by the issuing financial institution.

VII. Disputes

A disputed item could result from numerous circumstances including defective   purchases and unauthorized use.  The proceeding steps should be taken when an item is being disputed:

A. Whenever possible, return item(s) to Vendor for replacement or credit.

B. If Vendor refuses to replace the item(s) or credit the account, complete the “Statement of Disputed Item” form.

C. If unauthorized charges occur, complete the “Statement of Disputed Item” form.

D. Contact Customer Service at 1-(800)-876-9119 or send written correspondence to P.O. Box 30495, Tampa, FL 33630 within thirty (30) days.

E. Forward a copy of the “Statement of Disputed Item” form to Accounts Payable.

F. If, after notifying the Card Issuer, the Cardholder is not satisfied with the outcome, the Cardholder may contact the City Clerk/Treasurer for assistance.  Inform the City Clerk/Treasurer of any prior action taken to resolve the dispute.

VIII. Lost or Stolen Cards
Should any Cardholder lose, suspect of having lost or have their Credit Card stolen, it is their responsibility to immediately notify the Card Issuer and the City Clerk/Treasurer of the loss.  The following steps must be taken:

A. Report the loss immediately to the Credit Card Issuer at 1 (866) 604-0381.

B. Notify the City Clerk/Treasurer immediately upon discovering that the card is missing.

IX. Termination/Resigning Employees

A. All efforts will be made by the immediate supervisor to obtain the credit card, any receipts, “Credit Card Purchase” forms and other related forms when a Cardholder employee is terminated or resigns and return them to the City Clerk/Treasurer.

B. Elected City Official(s) must return the credit card to the City Clerk/Treasurer at the end of the term along with any receipts, the “Credit Card Purchase” form and other related forms.

X. Policy Violations
Failure to follow this policy may result in loss of Cardholder privileges and, for employees, may result in disciplinary action, including termination of employment.

This Order shall be signed by the Mayor and attested by the City Clerk, recorded and effective upon adoption.

Adopted:  02/08/10
                 Date

Louie Flanery



    MAYOR

ATTEST:

Joy Roark_______________________

CITY CLERK

