Ordinance 2016-01

AN ORDINANCE TO AUTHORIZE THE USE OF
CREDIT CARDS FOR TOWN PURCHASES

WHEREAS, the State Board of Accounts Manual for Cities and Towns, Chapter 7, authorizes a
Town to use credit cards once the Town adopts a resolution or ordinance regarding credit card
policies.

WHEREAS, the Town of Westport wishes to approve the use of Town credit cards by Town
employees and officials in the performance of Town duties when such use is in the best interest
of the Town.

Therefore, be it ordained by the Town Council that:

Town of Westport em ployees and officials may use Town credit cards for purchases related to
the Town when such use is in the best interest of the Town.

Town credit cards shall only be used with the approval of the Town Council or Clerk-Treasurer.
Department Heads issued a credit card shall maintain a usage log for each card identified by
card account number (last four digits only). The log shall include the following:

1) The name and position of the individual using the Town's Card

2) The type of purchase and approximate amount of the purchase

3) Upon return, the actual amount charged shall be indicated

4) Department Head shall sign acknowledgement of return of card

Credit card purchases shall only be used for Town business. No personal use of a Town credit
card is authorized.

Because credit card purchases are subject to the same audit requirements as other
disbursements, all detailed receipts must meet audit requirements. This means all receipts
must be signed by the employee using the credit card, provide a detailed account of items
purchased, free of non-business related items, free of sales taxes, and free of items prohibited
by Indiana Code. It is the responsibility of the employee authorizing the charge to obtain
properly itemized receipts. Charge slips showing a total charge only is not acceptable without a
store printout detailing items purchased as indicated above. Failure to do so could result in the
charge becoming the personal obligation of the employee.

Initials of Town Council:




Any interest or penalty incurred due to the late filing of receipts with the Clerk-Treasurer for
payment of a credit card bill, or incurred due to the delay in furnishing documentation required
for audit, shall be the responsibility of that employee.

Credit cards shall not be used to bypass the accounting system.

The Clerk-Treasurer shall be notified immediately if a credit card is lost or stolen.

The Town Council or the Clerk-Treasurer is authorized to revoke credit cards without cause and
at the discretion of the Town Council or the Clerk Treasurer; or at any time the credit card(s)
have been used in violation of Town policy or Town ordinances currently in effect or
subsequently ratified. In the event that the Clerk-Treasurer revokes the credit card, he/she
must report the same to the Town Council.

This ordinance is adopted in compliance with the State board of Accounts Manual for Cities and
Towns authorizing a Town to use credit cards for purchases.

This ordinance shall be in full force and effect this 14th day of March, 2016.

Ayes Nays
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Attest:

Lonipt. Buctl s

Clerk-Treasurer




