City of Missoula – Credit Card Policy
Administrative Rule #32

1. Scope – The City of Missoula Finance Department has established and authorized a Corporate Credit Card system to enable the purchase of necessary goods and/or services in accordance with the adopted operating budget.  The intention of the Corporate Credit Card system is to enable the purchase of goods and or services that are not easily handled by the purchase order/billing system.  This policy applies to all staff of the City of Missoula who are assigned a Corporate Credit Card. 
2. Eligibility – To be eligible for a Corporate Credit Card, a City of Missoula employee must seek the approval of the Finance Director and show a demonstrated need by meeting one or more of the following criteria:
a. Travel frequently in the course of his/her duties

b. Purchase significant volumes of minor goods and services for use by the City of Missoula

c. Incur regular frequent expenses of a kind appropriately paid by credit card.

After the demonstrated need is proven, the Finance Director will consult with the Chief Administrative Officer of the City of Missoula for final endorsement.  Once authorization has been established an application will be made by the Finance Department and a Corporate Credit Card will be issued to the employee.
3. Cardholder Responsibility

a. City of Missoula employees issued with a Corporate Credit Card are in a position of trust in regard to use of public funds.  Improper or unauthorized use of the card may result in the Cardholder being held liable for expenditures, disciplinary action being brought against the Cardholder, termination of Card use and/or termination from the City of Missoula.
b. Cardholders must seek approval of their monthly statements from a more senior authority.  Cardholders cannot authorize their own statements or have a subordinate counter-sign for them.  In the event that a more senior officer is not available, the Cardholder must seek the countersignature of the Director of Finance.
c. The purpose of the Cardholder's Supervisor providing authorization to charges is to ensure the transactions are business related and the cardholder has supplied supporting documentation.  Any unusual transactions must be followed up with the cardholder immediately.  Suspected breaches of the Credit Card policy must be referred to the Finance Department and Human Resources without exception.

d. Cardholders must retain transactional evidence to support all charges.  An acceptable receipt for reimbursements of authorized expenditures on the Corporate Credit Card is an original receipt.

e. Card purchases without receipts are ultimately the responsibility of the user and his/her department.  A failure to provide receipts or creditable explanations for the unsupported expenditures will result in an automatic charge to the department's budget.

f. Cardholders are expected to always be fiscally responsible by researching and comparing costs with multiple vendors.  Cardholders are expected not to automatically accept an online price as the least expensive.

g. It is imperative that the Cardholder is aware of the security issues with credit cards.  Therefore, extreme caution should be utilized with using the Corporate Credit Card over the telephone or on-line.  Cardholders are charged with the responsibility to be sure that security measures are in place before processing a transaction.

4. Purchasing Procedures 

a. All purchases will still need to have a system purchase order to accompany the expenditure, as well as the appropriate documentation.  The purchase order will need to include the cardholder's name, detailed description of the item(s), cost of the expense (including any shipping costs), and the accounting code(s) that the items will be charged too.

5. Authorized Expenditures – Credit card purchases are defined as goods or services which must be purchased immediately because of time constraints, emergencies, internet purchases where the items cannot be easily found locally, internet purchases that offer the best value or because vendors will not accept a purchase order.  The following expenditures will be considered authorized charges.
a. Airline tickets

b. Travel packages, including airline tickets, etc.

c. Hotels, motel, hostels

d. Items not able to be purchased via the normal purchasing process that have been approved by the appropriate supervisor within your department

e. Class registration sessions, when purchase orders are not accepted

f. On-line training sessions, when purchase orders are not accepted

g. Rental cars – however, most rental car agencies will not accept a credit card that does not have the renter's name on it.

6. Unauthorized Expenditures – The following expenditures will be considered unauthorized charges.
a. Gasoline – the City has issued gas fleet cards (which facilitates the exemption for gas tax)

b. Meals, unless travel advance funds have not been provided

c. Shuttles and taxis

d. The Corporate Credit Card cannot be used to circumvent purchasing policies.

7. Card Limits

a. Each Corporate Credit Card will be limited to a maximum of $5,000 and be for business expenditures only.  Exemptions to this limit will be made on a case by case basis by the Finance Director.

8. Conditions of Use

a. The Corporate Credit Card cannot be used to obtain cash advances or for expenses other than those incurred by the assigned personnel named on the card.

b. The Corporate Credit Card is to be used for official City of Missoula business, not personal expenses.  Purchasing Cards are supplied for genuine business expenses only.  Charging personal transaction to Corporate Cards is not acceptable under any circumstances.  Cardholder transactions will be scrutinized to ensure compliance with this policy.
c. Infractions of the conditions of the policy will result in cancellation of the card and withdrawal of Corporate Credit Card privileges.

d. Breaching of this policy can lead to disciplinary action against the staff member concerned.  In all cases of misuse, the City of Missoula reserves the right to recover any monies from the cardholder.  Cardholders will be required to sign a declaration authorizing the City of Missoula to recover any amount incorrectly claimed.

9. Monthly Card Statements and Records Management

a. Corporate Credit Card expenditures must be reconciled with the Finance Department within 10 business days of the Statement Date.  Cardholders who have not submitted their monthly expenditures within this period will be asked to reconcile their monthly expenditure immediately to avoid having their department charged for the outstanding statement balance.  This procedure will ensure that department accounting records maintain an accurate and meaningful balance.
b. Continued or repeated non-conformance to this policy will result in cancellation of the Corporate Credit Card and such other actions as appropriate.

c. All monthly card statements and other documentation associated with the Corporate Credit Card will be maintained by the related department in accordance with the City of Missoula Records Retention Schedule.

10. Receipts

a. A sales voucher authorized by the Cardholder must be retained for each purchase to facilitate matching of transactions received from the bank.  The Cardholder is to ensure that the goods that are purchased are adequately described on the sales voucher to also facilitate the entry of the purchase into the City of Missoula's electronic accounting system.  Other documentation that will require retention for matching against the bank transaction includes invoices issued by the supplier for goods received.
b. Receipts for all Corporate Credit Card transactions will be maintained by the related departments in accordance with the City of Missoula Records Retention Schedule.  Cardholders must be able to produce receipts on-demand for audit purposes.
11. Disputed Transactions

a. Disputed transactions must be resolved with the Supplier and the Bank by the Cardholder.  The Cardholder must notify the Bank immediately for resolution and the Finance Department should be informed for noting.

12. Lost or Stolen Cards

a. Lost or stolen card must be reported by the Cardholder immediately to the Bank and the Finance Department.

13. Termination of Employment

a. Prior to departure or termination of duties, the Cardholder must acquit all expenditures on his/her Card account.

b. It is the responsibility of the departing staff member to ensure that his/her account is settled prior to departure.  

c. The card must be surrendered upon termination of employment to the Finance Department.

I understand the City of Missoula Corporate Credit system is a privilege and that a City of Missoula Corporate Credit Card will be issued to me on the express condition that:
I understand and agree that:
1. I will bear ultimate responsibility for the Corporate Credit Card and acknowledge that normal procedures of approval to incur expenditures, and of examination and authorization prior to payment of the account will apply.

2. I will not use the Corporate Credit Card for personal reasons and will use it only for official business on behalf of the City of Missoula.

3. I will not use the Corporate Credit Card to withdraw cash.

4. If I misuse the Corporate Credit Card I understand that the card privileges will be denied and I may be subject to disciplinary action.

5. That the use of the Corporate Credit Card is subject to all administrative rules and other City of Missoula governing policies.

6. If the Corporate Credit Card is lost or stolen, I am to report it to the Finance Department immediately.

7. If I resign and leave the City of Missoula, I will return the Corporate Credit Card acquitting all expenditures prior to departure.

8. I accept responsibility to retain transaction receipts within my department and will make all receipts for all transactions available on demand for audit and compliance purposes.
9. The City of Missoula Corporate Credit Card policy has been made available to me and I have read it, understand it, and agree to the conditions.

_____________________________________________
________________________

Signature and printed name of Cardholder


Date

_____________________________________________
________________________

Signature and printed name of Cardholder Supervisor
Date
