VILLAGE OF PLEASANTVILLE

POLICY FOR THE USE OF VILLAGE CREDIT CARDS

Introduction
      The Village of Pleasantville has entered into an agreement with JPMorgan Chase, (“Chase”), which provides qualified employees with a credit card to purchase selected goods for pickup or delivery and/or travel expenses on behalf of the Village.
     The Village of Pleasantville permits the use of Village credit cards by certain Village officials/employees to pay for actual and necessary expenses incurred in the performance of work-related duties for the Village.  The Treasurer, in consultation with the Village Administrator, shall establish regulations and procedures governing issuance and use of credit cards.  Each cardholder shall be apprised of the procedures governing the use of credit cards and a copy of this policy and accompanying regulations and procedures shall be given to each cardholder, and signed by each cardholder.  A list of the credit cards maintained by the Village and those individuals who have been issued a Village credit card will be maintained by the Treasurer. All credit cards will be in the name of the Village.
General Policy Guidelines
     Before a credit card is issued to a Village employee, a properly completed Credit Card Acceptance Statement must be submitted to the Treasurer.  The credit card is assigned to specific individuals or departments by the Village of Pleasantville.  Credit cards will be assigned with concurrence from the Village Administrator and the Treasurer or Deputy Treasurer.  Whenever the cardholder has signed out the card, he/she will be responsible for the card’s safekeeping.  It may not be transferred to, assigned to, or used by anyone other than the designated cardholder.  Chase or the Village of Pleasantville may, at any time, suspend or cancel the cardholder privileges for any reason and the cardholder will surrender the credit card to his/her supervisor upon request.  Use of the credit card by the assigned individual after notice of its cancellation may be considered fraudulent and further action by the Village may take place against the cardholder.
Treasurer and/or Deputy Treasurer Responsibilities
      It is the Treasurer and/or Deputy Treasurer’s responsibility to identify and approve cardholders, monitor the use of the credit card, set the transaction and dollar limits, provide up to date information to all departmental employees involved with the credit card, and assign an individual to generate and retain accurate credit card records.
Cardholder Responsibilities

Disclosure: The credit card is valuable property which requires proper treatment by the cardholder to protect it from misuse by unauthorized parties.  
     It is the cardholder’s responsibility to obtain itemized transaction receipts from the vendor each time the credit card is used.  When a purchase is made using the credit card, the cardholder must write on the back of the card receipt the date, purpose of the expense, and if covering the expense of someone other than the cardholder (such as meals, lodging, etc.) the name of the other parties involved.  Individual transaction receipts shall be submitted to the appropriate department head as soon as possible.  These must be included with the monthly reconciliation and voucher which identifies the appropriate budget code and respective amounts to be charged.  The cardholder must also ensure that all charges on their statement are valid.  If any invalid transactions are identified, the cardholder must contact the vendor and the Village Treasurer or Deputy Treasurer.  
     The cardholder is also responsible for the payment of any and all charges deemed by the Village Board to be unauthorized or otherwise not related to Village business.  The cardholder authorizes the Village to withhold any salary, wages, or other payments due to the cardholder in order to satisfy the payment of unauthorized charges.  The cardholder has the right to appeal any such decision by the Village Board, and the cardholder must abide by their final decision.
     The cardholder will be advised of his/her cardholder limit.  The number of transactions per day and dollar limits is determined by the Treasurer.  Special circumstances that may require a change may be addressed to the Treasurer or Deputy Treasurer.
Lost or Stolen Credit Cards
Lost or stolen credit cards shall be documented immediately and the following steps are to be followed:
1. The cardholder is to report the incident to his/her immediate supervisor and the supervisor or cardholder is to immediately contact Chase’s 24-hour toll-free answer center at (800) 316-6056.
2. The supervisor is to contact the Treasurer or Deputy Treasurer to alert them of the lost or stolen credit card and confirm that notification to Chase has been completed.

Appropriate Use of Cards
     Failure to use the credit card in accordance with the Village of Pleasantville’s policies may result in revocation of the card and may involve appropriate disciplinary action up to and including termination and prosecution.

Policy violations include, but are not limited to:

· Circumventing the Village’s purchasing policy
· Purchasing items with the credit card for personal use

· Failure to return the credit card when reassigned, terminated, or upon request

· Failure to submit proper transaction documentation to the appropriate person in a timely      

            manner - All receipts must accompany your monthly reconciliation statement
· Failure to report a lost or stolen credit card to the appropriate person immediately after 

            discovered

· Transferring assignment of the credit card 
· Repeatedly allowing sales tax to be charged when the purchases are tax exempt

