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5440 Routes 5 & 20 West
Canandaigua, NY 14424
(585) 394-1120
Fax: (585) 394-9476

Citablished /759
The following resolution was adopted by the Canandaigua Town Board on August 21, 2017.

Deputy Supervisor Councilman Cutri requested a motion to block approve Resolutions 2017-277 through
2017-283:

Motion made by Councilman Fennelly, seconded by Councilwoman Dworaczyk
4 Ayes: Cutri, Dworaczyk, Fennelly, Reynolds

RESOLUTION NO. 2017 — 283: ADOPTION OF CREDIT CARD POLICY FOR TOWN ISSUED
CREDT CARDS

WHEREAS, the Town Board approved a Town issued credit card to be issued to the Town Clerk,
Highway Superintendent, and Town Manager to accommodate purchases and conference associated
expenses; and

WHEREAS, the Town Clerk, Highway Superintendent, and Town Manager has worked with the
Financial Planning Committee on the creation of a Credit Card Policy which is identified as Attachment
10 to the agenda; and

NOW THEREFORE BE IT RESOLVED, the Town Board hereby adopts the Credit Card Policy for
the Town issued credit cards which shall be reviewed by the Town Board on an annual basis and directs
the Town Clerk to maintain a copy in the Policy and Procedure book located in her office.

STATE OF NEW YORK}
County of Ontario}
Town of Canandaigua)}

I DO HEREBY CERTIFY that I have compared the preceding with the original thereof, on file and on record in the Town
Clerk’s office, and that the same is a correct copy and transcript therefrom and of the whole of said original; and that
said original was duly adopted at a meeting of the Town Board held at Canandaigua, New York, on August 21, 2017.

SEAL

Given under my hand and the official seal of said Town, nandaigua Y\ fn said county, on the August 22, 2017.



CREDIT CARD POLICY
TOWN OF CANANDAIGUA
a) Purpose

To establish the Policy and Procedures for the use of a Town issued credit card to the
position of Town Clerk, Town Highway Superintendent, and Town Manager. These
procedures are intended to accomplish the following:

i.. To ensure that the procurement with credit cards is accomplished pursuant to the policy
and procedures established by the Town Board as may be appropriate.

ii. To enhance productivity, significantly reduce paperwork, improve internal controls and
reduce the overall cost associated with approved purchases as listed below.

iii. To ensure appropriate internal controls are established within each department procuring
with credit cards so that they are used for authorized purposes only.

iv. To ensure that the Town bears no legal liability from inappropriate use of credit cards.

b) Scope

The Town Board as may be appropriate will make all decisions regarding the issuance of
individual cards and the establishment of any and all additional controls of their use. The
total credit limit shall be $20,000.00.

c¢) Policy

i.  Town credit cards may be used for the following purchases:

a. Fuel, Materials, supplies, and equipment. Only if a purchase order cannot be issued.
Charges for supplies and equipment shall not exceed $1,000 per item without
approval from the Town Board.

b. Registrations

c. Travel and/or training expenses. Other items Spec1ﬁcally authorized by the
Administration or their designee.

ii.  The credit card will not be used for personal purchases of any kind. Use of credit cards
for personal purchases or expenses with the intention of reimbursing the Town is
prohibited.

iii.  Splitting of charges to avoid the transaction limit set for the credit card is prohibited.

v.  Use of the card for meals is limited to travel outside of the town where at least one
overnight stay will occur or when the meal is for business purposes only at the
convenience of the Town. Meals to promote goodwill or to boost morale are not
considered at the convenience of the Town. There will be no charges allowed for
alcohol or entertainment.

vi.  No cash advances (ATM, traveler’s checks, money orders, etc.) are allowed using the
credit card.

vii. The credit card is not to be used to pay invoices or statements of any kind.

viii. All purchases made with credit cards shall be paid for within the grace period so that no
interest charges or penalties will accrue.

ix. Any incentive program benefits derived by the use of Town credit cards will be the
property of the Town.
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x.  All cardholders should take all measures necessary to ensure the security of the credit
card and the card number. Cardholders shall not give their card or their card number to
others to use on their behalf. ‘

xi.  Lack of proper documentation or authorizations may result in loss of credit card
privileges and/or personal liability.

xii. Misuse of a Town credit card by an authorized employee may result in loss of the credit
card and/or disciplinary action against the employee, up to and including termination of
employment.

xiii. The cardholder will provide all information required by the financial institution issuing
the card in order to receive a Town credit card, including social security information as
required by the Federal Patriot Act.

d) Procedure

i.  Each authorized cardholder must sign an Agreement to Accept Town Credit Card prior
to issuance of the credit card.
ii.  When using the Town credit card, the cardholder should:

a.
b.
C.

iii.

1v.

Vi.

Vii.

Ensure the goods or services are budgeted and allowable.
Determine if the intended purchase is within the cardholder’s credit card limits.
Tell the merchant or supplier that the purchase will be made using the credit card
issued through the Town of Canandaigua.
Inform the merchant that the purchase is tax exempt. The tax exempt number is 16-
6002197. Review the receipt before leaving the store and request a credit if taxes
were charged in error.
The cardholder is responsible for managing any returns or exchanges to ensure
proper credit is received for returned merchandise. The cardholder should contact
the vendor to obtain instructions for returns and make sure that proper credit is
received.
All receipts related to the purchase shall be signed by the department head and
forwarded to the Bookkeeper within (5) five days of the purchase. If the cardholder
does not have receipt or proper documentation to submit, a reconciliation statement
that includes a description of the item, date of purchase, merchant’s name and an
explanation for the missing support documents shall be submitted within (5) five days
of the purchase. Frequent instances of missing documentation may result in the
cardholder’s privileges being revoked.
The Bookkeeper will reconcile the credit card statement to the receipts forwarded by
the departments making purchases. Exceptions will be forwarded to the department
involved for resolution. The Bookkeeper will verify the general ledger code
designated for the transactions and will adjust, if necessary.
It is the cardholder’s responsibility to submit the receipts and other documentation
within the time frame stated above. If the information is not submitted in a timely
manner, the department that has not submitted the information will be responsible for
the interest and/or late charges.
If a credit card is lost or stolen it shall be reported to the Bookkeeper immediately
after discovery.
Upon separation of employment, cardholders shall surrender their town credit card to
the Bookkeeper on or before their last day of work and prior to issuance of final
compensation to the cardholder.
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e) Audits

-

Random audits will be conducted for both card activity and receipt retention as well as
statement review by the Bookkeeper. The detailed activity is also reviewed annually by the
town’s independent auditing firm.

f). Authority

These policies are adopted by the Town Board as it relates to their management of the
| Town's prudential affairs and their authority over expenditures.
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APPENDIX I

ADMINISTRATIVE REGULATION
AGREEMENT TO ACCEPT TOWN CREDIT CARD

I, hereby acknowledge receipt of a Town of Canandaigua Credit Card, number

As a Cardholder, I agree to comply with the terms and conditions of this Agreement and the
applicable provisions of Credit Card Policy, as may subsequently be
revised. I acknowledge receipt of the Policy and I have read and understand its terms and
conditions. I understand the Town of Canandaigua is liable to the financial institution for all
charges made by me.

As the holder of this credit card, I agree to accept responsibility for the protection and proper use
of this card as outlined in the regulations. I understand that the Town will audit the use of this
credit card. I understand that I am responsible for retaining all receipts for processing to the
Bookkeeper and that failure to provide receipts may result in personal liability. I understand that
I cannot use the credit card for personal use even if the intent is to reimburse the Town. I
understand the use of the card does not circumvent the Town’s Procurement Policy.

I further understand that improper use of this credit card may result in disciplinary action, up to
and including termination of employment and in accordance with applicable Town Personnel
Policy. I also agree to allow the Town of Canandaigua to collect any amounts owed by me even
if I am no longer employed by the Town.

If the Town initiates legal proceedings to recover amounts owed by me under this Agreement, I
agree to pay all legal fees incurred by the Town in such proceedings. I understand the Town
may terminate my rights to use this credit card at any time for any reason.

I agree to return the credit card to the Town of Canandaigua immediately upon request or upon
termination of employment.

Cardholder Date
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