Resolution #16-29

A RESOLUTION SETTING POLICY FOR MORGAN CITY ISSUED CREDIT CARDS FOR ELECTED OFFICIALS AND/OR MORGAN CITY CARD USERS


WHEREAS, the Morgan City Council has determined there is a need to issue credit cards to Morgan City Elected Officials and/or Morgan City Card Users.

WHEREAS, the Morgan City Council has determined that any Morgan City credit card held by an Morgan City Elected Official and/or Morgan City Card User (hereafter “Card User”) shall be used only for purchases associated with City approved travel expenses, training expenses, authorized City business or transactions, and emergencies that may occur while on City approved business.

NOW THEREFORE BE IT RESOLVED BY the Morgan City Council that Morgan City issued credit cards are to be used according to the conditions listed below:

1.  The Morgan City credit card shall be kept in a secure location in the City offices and shall be used only for purchases associated with City approved travel expenses, training expenses, authorized City business or transactions, and emergencies that may occur while on City approved business.

2. The credit card is the preferred method of payment for hotels/motels.  Charges for personal services at a hotel/motel, such as additional occupancy charges for a spouse, personal phone calls, in-room movies and room service should be paid separately by the Card User.  When hotel/motel charges for City and personal items are paid with the City credit card, personal expenses will be reimbursed to the City with the travel settlement.

3. City credit cards are to be used for official city business ONLY.   The only allowable exception is covered in paragraph 2 above.   Under no other circumstance will a City credit card be used for personal items.  City credit cards shall not be used for cash advances. City credit cards or account numbers shall not be shared with unauthorized users. 

4. City credit cards are to be used for purchasing only goods and services that have received proper authorization in compliance with the City’s purchasing and travel policies and procedures.

5. All returns or other credits are to be issued through the credit card.  Under no circumstances should a Card User accept cash in lieu of a credit to the credit card.

6. The Card User issued the card is responsible for its protection and custody and shall immediately notify the Mayor and the City Treasurer if the card is lost or stolen.

7. Credit Card Users are responsible to not exceed the credit card’s limit.  For circumstances where a higher limit is needed, the Card User shall coordinate with the Mayor and the member of the City Council assigned to the Department for which the purchase is being made.  

8. Card Users using the City credit card shall return the card to the City immediately after it has been used for the authorized purchase.

9. All purchases with the City credit cards are to be substantiated with proper receipts.  Receipts should detail the goods or services purchased, cost, date of purchase, and indicate the business purpose of the purchase. The Card User’s supervisor (where there is a supervisor) first, and then the City Treasurer, shall check each transaction and initial each receipt.

10. Monthly statements from the bank are received by the Deputy Treasurer for review and reconciliation.  Statements are to be reviewed, reconciled with matching and attached receipts and coded for accounting purposes.  It is each Card User’s responsibility to follow up on any erroneous charges, returns or adjustments to ensure proper credit is given on subsequent statements.

11. The Deputy Treasurer will review all documentation to assure that supporting documents exist for all expenditures.

12. Any expenses for which a receipt is not provided by the card user will be charged to the Card User.   The Card User shall reimburse the City for undocumented expenses and may face disciplinary action as provided in this policy.

13. Card Users who violate this policy, shall be subject to disciplinary action, up to and including termination.  The Card User shall also be liable for reimbursements resulting from the misuse.

14. The cards issued by the City shall have a limit of $24,700.

ADOPTED AND APPROVED this 23rd day of August 2016.

____________________________
Ray W. Little, Mayor
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ATTEST:

____________________________
Julie A. Bloxham, Recorder
