CITY 10T
CREDIT/PURCHASING CARD POLICY

DATE: JANUARY 15, 2019

YERSION: This Policy replaces and supersedes any written and unwritten policy regardmg the
use of City credit cards or pwrchasing cards.

POLICY: This document sets forth the City’s policy (“the Policy”) regarding the issuance, use,
and records regarding credit cards and purchasing cards held by the City.

PURPOSE: The purpose of this Policy is to ensure that City-issued credit cards and purchasing
cards (i.e., Home Depot, Mastercard, VISA, etc.) are closely monitored to provide for maximum
security and to guard against misuse and/or losses of public funds for which the City may be held
liable. This policy is meant to comply with the mandates of 2018 H.B. 312, Section 1, enacted by
the 132nd General Assembly and made applicable to the City as codified by Ohio Revised Code
Section 717.31. All City-issued credit cards are to be used solely for the purpose of conducting
City business and are not to be used in any event for personal expenses.

GENERAL PROVISIONS:
1. Officers or Positions Authorized to Use Credit Card Accounts,

A.The Auditor’s Office shall maintain control of City credit card account, purchasmg
card accounts, and presentation instruments related to the cards and checks.

B. City credit cards may be issued to the Safety-Service Director, the Public - Works -
Superintendent, the Fire Chief, and the Police Chief. Other employees may be .issued :
cards upon the request of the employee’s respective department dlrector and with the -
approval of the Safety-Service Director and the Auditor.

C.The cardholders authorized pursuant to this paragraph are liable in-pefson and upén
an official bond the employee has given for misuse of City credit or purchasing cards,

including employee’s failure to provide an itemized receipt in accordance w1th this

Policy.

2. Types of Expenses for Which City Cards May be Used. City credit cards are to be used for

legitimate City purposes. Examples of purchases that constitute legitimate City purposes are
as follows: : ’

A.Travel.. Credit cards may be used by the above-assigned individuals for official
business-related expenditures for hotel, parking, gas, meals, and other travel-related ‘
expenses, as authorized and pre-approved by the Safety-Service Director.




B.Purchases.  Credit cards may be used for ordering supplies, including online
purchases, when pre-approved by the Safety-Service Director.

C. Personal Use of Credit Cards is Strictly Prohibited. Credit cards shall not be used for
cash advances, personal purposes or expenses, or any non-City purpose.

D.City’s Purchasing Procedures Apply to All Purchases. City credit cards shall not be
used to circumvent the general purchasing procedures required by Ohio law and the
policies of the City. Therefore, with the exception of gasoline credit cards, and unless
otherwise approved by Council, all purchases made with a City credrt card shall be
preceded by an approved purchase order.

3. Acquisition, Use, and Management of Cards. The Safety-Service Director shall be responsible - v
for the acquisition, use, and management of all new and existing City credit card accounts and
associated presentation instruments, including cards and checks. The Clty s name shall appear

on each presentation 1nstrument related to the account cards and checks. No debit cards shall
be issued to the City.

4. Procedure for Submitting Receipts for Credit Card Purchases.

A.Itemized Receipts. Employees must always obtain an itemized receipt for each
transaction. If a cash register tape does not have descriptions, the employee should
write the description on the tape. Any transaction without a properly substantiated
receipt is subject to reimbursement of the City by the employee.

' B.Review of Receipts. The employee must first submit the receipts to the Safety-
Service Director for review before submission to the Auditor’s office for payment.

5. Procedure for Card Issuance or Re-Issuance, Card Cancellation, and Lost or Stolen Cards.

A. Issuance of Card. Upon being issued a credit card or purchasing card, the employee
shall sign an acknowledgement of this Policy. See Attachment “A

B.Re-Issuance of Card. When replacement cards are issued, the employee shall return
the old card to the Safety-Service Director for destruction.

C. Cancellation of Card. When a credit card is cancelled, the employee shall return the
old card to the Auditor’s office for destruction.

D.Lost or Stolen Card. The employee shall immediately notify the Safety-Service
Director and Auditor’s office upon discovery of a lost or stolen credit card.

6. Credit Card or Purchasing Card Limits. The City has several credit cards issued to City
officials, employees, and departments. Individual limits for each credrt card are set based upon




the nature and frequency of use. Maximum credit limit amounts shall not exceed $20 000. 00
As of the date of this policy, the Clty has the following cards:

Card k Current Credit Limit
Sam’s Club Mastercard $17,500.00
Lowe’s Store Card $5,000.00
Home Depot Store Card | $5,’000.00

7. Misuse of Credit Card. Any use of City credit cards for personal purchases is strictly
prohibited and unauthorized. Such use may result in the employee losing all privileges to use
City credit cards, cancellation of the credit card, reimbursement paid to the City, disciplinary
action, and/or criminal prosecution. All actions or omissions by an employee resulting in a
failure to comply with any provision of this Policy, including failing to immediately report a.
lost or stolen card, shall qualify as misuse of a City credit card account and will be subject to
appropriate action.

8. Appointment of Compliance Officer and Compliance Officer’s Duties. = The Mayor is
authorized and directed to appoint a Compliance Officer to comply with the statutory
requirements for the quarterly review of the City’s credit cards pursuant to Ohio Revised Code
Section 717.31(C)(1). - The employee serving as the Compliance Officer may not be the
Auditor, may not use a City credit card account, and may not authorize any other City
employee to use a City credit card account. k -

A.Compliance Officer Appointment. The Mayor selects and appoints the City Treasurer
asthe Compliance officer.

B.Compliance Officer’s Reports. The Compliance Officer shall conduct a quarterly
review of the City’s credit cards and purchasing cards. The Compliance Officer shall
file with City Council quarterly reports at City Council’s first meetings in January,
April, July, and October. Said reports shall include the number of active cards issued,
the cards’ and accounts’ expiration dates; and the cards’ and accounts’ credit limits.

9. Auditor’s Report of Rewards. The Auditor shall file an annual report with City Council which
details all rewards received based on the City’s use of any City credit card or purchasing card

accounts. The Auditor shall file sald report at the first City Council meeting in January each
year.
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Attachment “A”

redit Card Holder r Asreement

I | , have been provxded a Clty credit card or
purchasing card for use in the performance of my City du’ues

I have read and understand the Clty s Credit/Purchasing Card Policy.

I understand that failure to comply.with the Policy and/or misuse of the credit/purchasing card
could result in the following:

L. Discontinuance of my ability to use the card;

2. Personal liability for mapproprlate charges and charges not supported by itemized
receipts;

3. Discipline, including, but not limited to, termination or demotion; and

4. Criminal penalties.

I hereby acknowledge receipt of the City’s Credit/Purchasing Card Policy and agreement to the
conditions for card use therein.

Employees Printed Name

Employee Signature

Date



