
CREDIT CARD POLICY FOR THE TOWN OF MONTAGUE
The Town is establishing this policy to enhance the efficiency of Department purchasing while maintaining appropriate safeguards to ensure Department and individual accountability in the purchasing process. The primary advantage of establishing a credit card program is to allow select employees to make purchases from outside vendors without having to use their personal funds and be reimbursed by the town. In addition, the increased ability to track small purchase activity with vendors can allow the Town to negotiate discounts.

The success of the Town of Montague Credit Card Program relies on the cooperation and professionalism of all personnel associated with this initiative.  The Cardholder is the most important participant and is the key element in making this program successful. 

PURPOSE

To establish those procedures under which departments will control the use of Town Credit Cards assigned to and utilized by Town employees for credit purchases of non-stock materials and services. These procedures are intended to accomplish the following: 

1.
To ensure that the procurement with Credit Cards is accomplished in accordance with the policy and procedures established by the Selectmen’s Office. 

2.
To enhance productivity, significantly reduce paperwork, improve controls, and reduce the overall cost associated with small purchases. 

3.
To ensure appropriate internal controls are established within each department procuring with Credit Cards so that they are used only for authorized purposes. 

4.
To ensure that the Town bears no legal liability from inappropriate use of Credit Cards.

SCOPE 

The Board of Selectmen will make all decisions regarding the issuing of individual cards and the establishment of any and all additional controls for their use. 

APPLICABILITY 

This procedure applies to all departments of the Town of Montague. 

USE OF CREDIT CARD 

Following are conditions governing use of the Town of Montague credit card. Violation of the terms of use policy—or the intent of this policy as determined by the Chief Procurement Officer—may result in suspension or revocation of the employee’s use of a Town of Montague credit card. 

In the case of substantial abuse, the Board of Selectmen or other governing Board (i.e., Board of Assessors, Airport Commission, Parks and Recreation Commission) will consider termination of the employee.

The Town Credit Card is to be used for town purchases only And the Town Credit Card will not be used for personal purchases of any kind.  Use of the Credit Card for personal purchases or expenses with the intention of reimbursing the Town is prohibited. CASH ADVANCES OF ANY KIND ARE PROHIBITED:  

Each Credit Card is embossed with the Cardholder's name and shall not be lent to any other person.  Cardholders are responsible for the security of their Credit Card.  All precautions shall be used to maintain confidentiality of the Cardholder's account number and expiration date of the Credit Card. 

Daily purchases by an individual may not exceed $5,000 or a lesser amount as established by the Board of Selectmen. Purchases exceeding a lesser limit require prior written approval by the Board of Selectmen.
When using the Credit Card, the Cardholder must: 

1. Ensure that the goods or services to be purchased are budgeted and allowable. 

2. Determine if the intended purchase is within the Cardholder's Credit Card limits. 

3. Tell the supplier/merchant that the purchase will be made using the Credit Card issued by the Credit Card Issuer through the Town of Montague. 

4. Inform the merchant that the purchase is tax exempt.  The tax exempt number is 04-6001231.  Review the receipt before leaving the store and request a credit if taxes were charged in error. 

5. The Cardholder is responsible for managing any returns or exchanges and ensuring that proper credit is received for returned merchandise.  The Cardholder should contact the vendor to obtain instructions for return and review the next card statement to ensure that the return was properly credited.  

DOCUMENTATION, RECONCILIATION, AND PAYMENT PROCEDURES  

It is important to the success of the Credit Card Program that Cardholders adhere to the following procedures.  Failure to keep adequate receipts or frequent abuse of these provisions will result in cancellation of the Cardholder's Credit Card. 

1.
Documentation - Any time a purchase is made using the Credit Card, the Cardholder is to obtain a customer copy of the charge slip, which will become the accountable document.  All carbons, if any, should be destroyed. 

2. 
Missing Documentation - If the Cardholder does not have a receipt or documentation to submit with the statement, a reconciliation statement that includes a description of the item, date of purchase, merchant's name, and an explanation for the missing support documents must be submitted with the Cardholder's Payment Request Form.  Frequent instances of missing documentation will cause a Cardholder's Credit Card use privilege to be revoked. 

3.
Payment & Invoice Procedures - Purchases made by employees will be paid by the Treasurer monthly once the Cardholder certification and approving official verification has been completed and account numbers assigned for each transaction. 

4. Each time a purchase is made, a Payment Request Form must be completed, approved, and submitted with the original receipt of purchase to the Treasurer. All credit card statements will be sent to the Treasurer, who will provide copies to department upon request. When each credit card statement is received, the Treasurer will verify that an approved Payment Request Form has been received for each charge and reconcile the statement. The Treasurer will then submit all Payment Request Forms for payment on the next warrant. Any missing invoice or purchasing record will need to follow instructions on line 2 above (Missing Documentation).  It is the card user’s responsibility to submit the Payment Request Form in a timely manner, and if the payment requests are not submitted in a timely manner, the individual who is using the card will be responsible for reimbursing the Town for interest or late charges.
5. If a charge on a statement is not documented by receipt of a Payment Request Form, the Treasurer will immediately notify the Department Head. The Department Head will determine if the item is disputed or if a Payment Request Form is missing.  It is the responsibility of Department Heads to resolve these disputes and provide any missing Payment Request Forms.

APPROVAL 

Each Payment Request Form must be approved by the Department Head, or designee authorized to approve weekly bills, who is also responsible for assigning the account numbers/s and providing the description of the purchase for each line item charged. At a minimum, the items, vendor, and account number will be reviewed to determine if the purchase was made for Official Use and in accordance with policies and procedures.  The authorized designee's name(s) must be provided to the Treasurer and kept current.
If for any reason the approving official questions the purchases, it is their responsibility to resolve the issue with the Cardholder.  If it cannot be determined that the purchase was necessary, for Official Use, and in accordance with policies and procedures, the Cardholder must provide a Credit Voucher proving the items have been returned for credit.  Resolution for improper use of the Credit Card will be the responsibility of the approving official and the Selectmen.  Disciplinary action for misuse will also be the department's responsibility.  Flagrant abuse of the Credit Card Program could result in termination.  Should it be evident that an unauthorized purchase was knowingly made, the Selectmen will determine what action will be taken.

If items purchased with the Credit Card are found defective or the repair or services faulty, the Cardholder has the responsibility to return the items to the merchant for replacement or credit.  CASH REFUNDS WILL NOT BE PERMITTED.  If the merchant refuses to replace or correct the faulty item, the purchase of this item will be considered to be in dispute.

It is essential that the time frames and documentation requirements established by Credit Card Issuer be followed to protect the Cardholder's rights in dispute.  Dispute policies and procedures issued by Credit Card Issuer will be provided at the time the Credit Cards are issued to Cardholders.

REQUEST FOR INITIAL, ADDITIONAL, OR CHANGES TO CREDIT CARD  

All requests for new Cardholders or changes to current Cardholders will be done by submitting a request to the Treasurer, who will forward them to the Town Administrator.
All requests for Credit Cards must be approved by the Selectmen. 

When the Treasurer receives the Credit Card from the Credit Card Issuer, the Cardholder will be required to personally sign for their Credit Card. 

LOST OR STOLEN CREDIT CARDS  

It is the responsibility of the Cardholder to immediately notify the Treasurer of a lost or stolen Town Credit Card. The Treasurer will immediately notify the issuing Bank. If the Treasurer is not immediately available, the Cardholder will immediately notify the Town Accountant or Town Administrator. 

Failure to promptly notify the issuing bank of the theft or loss of the Credit Card could make the Town responsible for any fraudulent use of the card and result in loss of privileges for the Cardholder. 

TERMINATION OR TRANSFER  

Upon termination of employment for any reason, a Cardholder must relinquish their Credit Card at the time of separation from the Town.  The Department Head will notify the Treasurer and Selectmen’s Office of the termination.  The Treasurer will notify the Credit Card Issuer and the Cardholder's card will be immediately deactivated.  A Cardholder who fraudulently uses the Credit Card after separation from the Town will be subject to legal action. 

AUDITS
Random audits may be conducted for both card activity and receipt retention as well as statement review by the Selectmen’s Office. 

Adopted: ______________________

Effective: Upon Passage 

_________________________________ 

Richard Kuklewicz, Chairman

_________________________________ 

Christopher Boutwell
_________________________________ 

Michael Nelson
Credit Card Authorization Form
The Board of Selectmen hereby authorize the Town Treasurer to issue a Town Credit Card to 





, employed by the Town of Montague 



 
Department, with an individual item purchase limit of $

.
Approved: ______________________

Effective: Upon Passage 

_________________________________ 

Richard Kuklewicz, Chairman

_________________________________ 

Christopher Boutwell

_________________________________ 

Michael Nelson

I have read and understand the Credit Card Policy for the Town of Montague.

____________________________  ____
__
_________________________  __
      ___ 

Employee Signature
      
          Date

Witness Signature

     Date

Driver License Number
Card Number 




Issue Date: 



Eileen Seymour, Treasurer
Card Returned on 



Eileen Seymour, Treasurer
Cardholder Change Requests
To:
Treasurer

Employee Name:






Department:







 New authorization with limit of $

  (attach request form)

 Change in authorization limit from 

 to 

 (attach request form)


 Replace lost/stolen card #





 Rescind authorization effective 

   due to 




 Resignation




 Retirement




 Layoff




 Termination




 Other: 








Department Head Signature

Printed Name




Date

Authorization for Credit Card Purchase in Excess of Individual Item Limit Form* 
Employee:





Approved Individual Item Purchase Limit: 


Requested Specific Authorization

Requested Amount: 

  

Expected Date of Purchase: 



Specific Expense:











Reason for Request:












The Board of Selectmen hereby authorize the above named employee to use his/her Town of Montague Credit Card for the specific purpose noted above, with an approved limit of $
           .

Approved: ______________________

 

_________________________________ 

Richard Kuklewicz, Chairman

_________________________________ 

Christopher Boutwell

_________________________________ 

Michael Nelson

*(For use when an individual’s purchase limit is less than the $5,000 daily maximum per policy)

PAYMENT REQUEST FORM
Attach register tape or other proof of purchase – staple, or tape, but do not tape over printing.







Approvals:







Signature of Cardholder







Signature of Department Head or Designee







Charge to:







Amount   Account #

Item Description








    Total






Vendor #4065

Invoice # 



CREDIT VOUCHER FORM
FOR RETURNED ITEMS

Attach register tape or other proof of purchase – staple, or tape, but do not tape over printing.







Approvals:







Signature of Cardholder







Signature of Department Head or designee







Item(s) returned:








Amount   Account #

Item Description








    Total







Vendor #4065
Original Invoice # 
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