ORDINANCE MODIFING THI: CREDIT CARD POLICY
FOR THE VILLAGE OF BOWERSTON, OH10 48 ESTABLISHED UNDER
ORDINANCENO. 20192

ORDINANCE 2021 8 _

“

WHEREAS, there lve besn regulations imposed ”by the State oF Ohio regaiding reqivements
for credit policies in loval government antifies, and the Village-of Bowerston’s policy rust sonform to
these requiremnents; §

. WHERFEAS, the Villago Couticil forthe Village of Roswerston wishes to temove all reference to
Jisbsit-cand useunder the policy adopted by Ordinance No. 2019-2, as the Village shall not use and shall
not maintain o debit eard soeount. .

- NOW, THERERORE, BE I'T ORDAIN]
as follows:

2D by the. ool of the Village of Bowersten, Ol

SECTION 1. The Credit Card Policy for the Villageiof Bowsiston shall be as Tollows:
PURPOSE: '

To provide userfoformation to those ethployess whe hipve been.approved by the

Bowerston (“Village”™) to do busineds for Village usinga crbdlt card {ssued in the Village’s name. The
wse of oredit for Village financial transaetions is limited andicatefully controlled, While the-use of
credit fs an. acceptad practios.and, in somo cases; the only perinitted pravtios, their use is allowed only

 for speeific putposes and sitnations to tansact Village busitess.
| APPLICABILITY: '
Phiis poltoy will cover dll use.of Village otedit eards.

SHOTIEN 1; Village Credit Caxd Authorization

1y The Village Couneil shall approve the divitlualy within-the Village who shall have
authority te use the Village credit cards: This Tistshall be updated atleast apivally. No
employee shall be authiotized to allow anothpr employee ar individual to utilize a eredit
sard withtut authorization, The current list of authorized users is.ay follows:
1.y Clerl/Tréasuret "
2.) Village Adminigteator

2y Counell shall pags & fesolution each year forthe authorization for Village-oredit cards
with ain estimated mronthly dollar ameunt toibe sed. ‘This monthly amouttt shall net be
binding atd aetual parchasing shall be base: upon the needs.of the Village. Currently,
the Thmit on each erodit card shall beup to §500.00 per transaction, per day. Emmetgency
purchages exeseding this amotint tequired joint prior authorization from the Mayor and
Piscal Officer. ;



3) Theeredit cards:shall be permitted to be utilized both in person as well as the purchase
of goods overthe intetnet, telephons or fox. These purehases must be evideniced by an
purchased, goods oran Ttemized reeeipt. ‘Wher using the tnternet, the user st make
sute the websito whers the credit card information is béinig placed s serure; and that all
sccount numbers are-enorypted witle baing phssed glectronieally.

SECTION 2: Villagé Cedit Card Use by Employees.

tst interest to-have eertain oredit cards availabile. Employees who ate autharized to uso Villago credit
gacls will be hield responsible for its proper use: It I finpossible to anticipate every situation |
encountersd by a Village employes or-official, Therefore, these guidelines should be-applied ona
conservalive basts, congistent with notraal bosiress standards, with-good judgment exereised wherever
thepolicy ts sitent, |

The follosing geldslines were established fo dssutd the Pfoi?ifl‘ nse of the Village credit eards.
I) Accredit card held by the Village shell be used only to pay the following work-related expenses:

Bligible uses of exedit card:

». Pood expenses, iransportation oxpenses, gasoline/oil expepises (Village vehiclos), motor vehicls
repair/igintenance sxponses (Village vehicles), telephione ekpenses, lodghng expenses, internet service
provider expenses. (All per diem amonnts and restrictions within the travel policy are still applicalile.)
Iniligihle use of oredit capd:

& Porsonal purohases: Absslutely o personal use of the card is illawed Personal purchases inglude;
gratuiies-and excess daily nieal allowance; gasoline for anyipersonal vehicle; eash.a dvances: alcoholic
beverages. .

23 A1l wxisting purchasisg policies apply to purchases madeion a cfedit card.

3) No feas orintorest charged by a card company because of st paymets o to unfisnely submtission
of reetrd to the Village will be paid fromVillage funds, unlpss autherized by the Village Couneil
Unauthotized payment of fees will be the responsibility of the srployee who.utilized the card, who
wiill he personally reaponsiblefor those fees if they appenr on the bilfing for their depariment.

4) Fisoal Offiper, The Fiscal Offiger is responsibile to -mﬂkﬂ-gs'uf%'thﬁi any charges incurrsd by
arfiployess ave authorized Village expenditures and that sidéguate Tunds ave e e within dro Villigo
approved hudget. |

5) The-debt incurred as a.sesult of the use-of a credit cavd shiall be paid from monies appropuiated to the
speoifio appropriation line tams of the Village-of Bowerston, Objo.

6) There shall not be-a spending lisit.on. the credit card unlpss othierwise gst by Coungil.

7) For all. ctedit vard transactions, the employee or official using a Village card shall submit o the



Tiseal Officer doournentation sufficient to sutisfy Intetnal Rejvenue Service requitements for employee
bustness expenses, This documentation will include the eredit-onnd slip (ousterner eopy) along with a
receipt-or involoe from-the vendor that decuments the gaodsior services purchiased, the cest of the
goods or servives and the date. of the purchase, Bachreceipt will also indicate the official Village
business for which the: expense was theutred: *

8) The individnal authorized to makesuch purchases or refuns will be Hable for paymistit of any
undoenmented items presented on. an inveice foi payment, B dividual Hability 1s iruposed for
inapproptiste use pursuanit to the procedure & tabdished in Ohlo Revised Code 301,27 and 301.29. Tf
within thirty (30) déys after fasuance of o wiitteln notice to the amount shown op the written totice, the
Prosesuting Attorndy shall reoovet that amount from the vardholder by civil action in any conrt of
appropriate jurisdivtion, :

9 Viglations will be cause for immediate revocation of anfhorizafion to use a oredit card or
proourement card and may résult in tisciplinary action up to end including termination.

10) e card 15 issued in the tame of o spevific officer oremployee, that officer/employee is liable in
person and ypon any official bund the officer/employee has piven to the Village to reimburse the
Village for fl soount improperly chatied. "

11) I the Village suispects the loss, theft, ot possibility of uuauthemed use of the vard, the

offfeerfemployee shall notify the Mayor and Village -Ctauncei‘i imenediately In writing.

12) The auditor shall notify Councit immiediatoly if they detetmine there has been an fproper eredit
eard expenditure. |

1) The Fisoal Officer is responsible for the physical custody of the card, and Rormaintaining
confidentiality ofall information relating to the card such ag the aceount number and expiration date.
That card is not to be loaned to anyone o used by anyone ofher than the person designated ta do so.
"The cardholder will sign a written acknowledgrent indicating that the gardholder understands the
intent of the: progratn and agress to adhere to the polivy andiguidelines established by the Village. The
Village will retaii the signed acknowledgement, and malntdin eurrent record ofall cardholders.

14 All expenditures made using the Village tredit card sheuld be tax exempt from Ohio sales tax.
Emplayoes ate responisible for informing vendors of the salés tax exemption. If requested by a vendar,
a State of Ohio sales tax exenption vertificate Is available fgom‘ the Auditor's vffice.

15) The Fiseal Officer should zetain a list of all smployees authorized to use the curd.

16) The situation may arise-where thers is a problom with spurchased Hem or service. Bxamples
inchude hrolen merchisndise, the billed anount doss not match the quote, the billed amountingludes
sales tax, the statenient containg a charge not recognized by the atithatized individuals, orthe statement
contains duplicate chaiges frem a venidor. T these instances, the indtvidual should try to resolve the
dispute with the supplier of mershant, If the purchased iterr needs o be returned for any reason, send
the item back te the supplier and teguest # eredit to the acegunt card. The individual sheuld notify the
Phsoal Offfpeso they can verify that the eredit appeats on g subsequent statement. The Village cannot
aceept oash or arain check instead of a vendor exedit. If thel disprite cannot be tesolved, the individual
sheuld eontact the Fiseal Officer. .



17) Tnfhe-ovent that o credit card is lost or stolen, tha-ihdivi%ixal Balding fhe card must notly the
{ssuer immetiately. Further use of the:card will ke blodked. ot action will reduee fhe Hability for
fraudolent chniges. The indvidusl must confitin the plions aé.l“l Ty weitten notification ig the card {ssuer
via mat] ot T, wieh copies promyptly given tothe Fiseal Qfficer. The date and tire of the phongveport
of the Tost o stolen card shall be included in thie written nati%igaﬁm, The Village will initiate issunance
of a replacernent cand. :

 18) Catdholdes who terminate theiremployment o whose, 3915 uties change and no Jonger inclyde
purchasing must sutrendor their credit card tmediately:

SECTION 3: Sani’s Club Cards and Ofher Memberships

1) Thie, Village siay maintain a membership to Sagi’s Club of other similar meniberships it an effort to
save eosts on supplies for the Village, 2) Cotundl shall designate the officersfomployses who are
entitled to usage of these merberships and shall detormine how matty imembership eards are issued to
thase individuals. 3).All puechases made using these memberghips for Village business shall be-tax
exempt from Ohio-salestax, Bmployees are responsible for informing vendots. of the sales 1ax
exemption. Tf tequested by a vendor, a State of Ohio sules tax exenaption sertificate is available from
the Auditor’s offiee. ; )

SCTION 4
The usé of & eredit oard for any use othor than those permittpd, nmy be a eriminal violtion.

SECTION 5

The foregoing Ordinatice was adepted and all getions a_:rad:e-éélibjaﬁatiens of the Village of Bowerston,
Flardson County, U0, relating hereto, were condueted in-gpen ineetings to the public in compiiance

with all legal requirerionts; ingluding Sections 121.22 of thé Ohio Revised Code.
SECTION 6:
This Otdingnce is hereby deemed to be an éinesgency 10 praérﬁeet {he health, safely and welfate of the

residents of the Village of Bewetston, Ohrio, and shall go ko fll ferce and effect on the frst day after
15 passage by the Village Council as i emergency measuxe provided it receives the necessary votes.

passeED: N> 1l 2021
;

Approved: Attests

£ ihﬁﬁ% Fiscal Offiver




