HAMIOTA MUNICIPALITIES
Policies and Procedures

Policy Number:        500.3                                                Section: Finance
Subject: Credit Card Use
Passed by Resolution of Council: #13 June 1 2016    -  REVISED


BACKGROUND
From time to time there is a necessity for staff to make approved purchases on behalf of the municipality where payment may only be made by credit card, eg: online purchases, postage, hotel rooms….etc.

Only One Credit Card on hand for Municipal purposes with a $10,000.00 limit. 

POLICY/PROCEDURE

The Accounting Assistant is in charge of the distribution of the card. 

Anyone wishing to use the card must sign on the form with details provided by the Accounting Assistant.

Any Purchases over a certain amount should first be authorized 

Initial and date the Form when the card is returned with the corresponding receipts. 

The Accounting Assistant will process the payment for the purchases upon receipt of the statement.

Municipal employees and Council have authorization to use the credit card.

In the event that the card is lost or stolen, the Accountant Assistant must be informed immediately so a stop can be placed on the card.

Anyone found to be abusing the usage of the card may lose the ability to use it in the future.

