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1.0
PURPOSE
To outline appropriate use and procedure for payment of District credit cards.
2.0
REVISION HISTORY

Original Document
3.0
ATTACHMENTS

4.0
PERSONS AFFECTED

Specific line item owners and other select employees approved by the Fire Chief for credit card usage.

5.0
POLICY
5.1
Credit Card Assignment.

5.1.1
The Finance Assistant shall coordinate and as approved by the Fire Chief, assign credit cards for District use.

5.1.1.1
A Department credit card shall be provided to select employees based on their responsibility for specific line items and/or their need to purchase District related goods and services.  When issued, each card shall be assigned to a specific individual and shall contain his/her name. 

5.1.1.2
There will be three (3) generic cards for authorized District travel expenses to be issued on a case-by-case basis to employees who have not been issued credit cards.  
5.1.2
All authorized charges to the card(s) shall be billed directly to and paid by the District.  Upon termination of employment (retirement, voluntary or involuntary termination), the cardholder shall surrender his/her card and no further use of the card shall be authorized.
5.2
The District authorizes the following uses of the credit cards:
5.2.1
Travel expenses for authorized District travel in accordance with the provisions of RCW 42.24.115.


5.2.2
The purchase of authorized District supplies, equipment and services where the District cannot establish a charge account.
6.0
DEFINITIONS

7.0
PROCEDURE OR GUIDELINES
7.1
Use of a District credit card shall be for District authorized purchases only.

7.2
The credit card shall only be used by the employee to whom it has been issued.

7.2.1
When a card is issued to an employee, he/she will sign a Credit Card Cardholder Agreement Form (FORM 4007-7.2.1A) which will be kept on file with the Finance Assistant.


7.2.2
The assigned person is the only individual entitled to use the card and is responsible for all charges made against the card.

7.2.3
Improper use of the card may be considered misappropriation of District funds and may result in disciplinary action, up to and including termination and/or prosecution.
7.3
It is the card holder’s responsibility to treat the issued card with the same level of care and security as his/her own personal card.

7.4
The intent of the card is to assist employees in purchasing and paying for authorized District related goods and services in an expedient manner or under the following conditions:


7.4.1
At businesses that do not accept purchase orders.


7.4.2
At businesses where there is no open District account.


7.4.3
When making purchases out-of-area.


7.4.4
When purchasing through the internet.

7.5
Use of the card requires supportive documentation in the form of original receipt(s), e-mail confirmations, etc.

7.5.1
All supportive documentation must be submitted to the Finance Assistant within two business days of the transaction.
7.6
The monthly billing for all charges on the credit card account must be submitted to the Board of Commissioners for approval of payment at the Board of Commissioners meeting following the receipt of the billing.
7.6.1
All charges must be itemized showing the item purchased, the date of purchase, the supplier and the name of the District employee who made the purchase.

7.6.2
All billings for travel expenses must be processed under the provisions of RCW 42.24.115.

FORM 4007-7.2.1A 

CREDIT CARD CARDHOLDER AGREEMENT FORM
Your signature verifies that you understand Poulsbo Fire Department’s charge card program guidelines listed below and agree to comply with those guidelines.

1. The charge card is provided to Poulsbo Fire Department employees based on their need to purchase business related goods and services.  A card may be revoked at any time based on change of assignment or location.  The card is not an entitlement nor reflective of title or position.

2. The card is for business related purchases only; personal charges are not to be made to the card.

3. You are the only person entitled to use the card and are responsible for all charges made against the card.

4. Improper use of the card can be considered misappropriation of company funds which may result in disciplinary action, up to and including termination.

5. All charges are billed directly to and paid directly by Poulsbo Fire Department.  Any personal charges on the card could be considered misappropriation of funds since the cardholder cannot pay the bank directly.

6. Cardholders are expected to comply with internal control procedures in order to protect Poulsbo Fire Department assets.  This includes submitting receipts to the Finance Assistant, reconciling monthly statements and following proper card security measures.

7. Cardholders are responsible for reconciling their monthly statements and resolving any discrepancies by contacting their supplier and US Bank.  Cardholders are responsible for notifying the Finance Assistant immediately of any discrepancies.
8. A lost or stolen card should be reported immediately by telephone to US Bank Customer service at 1-800-344-5696.

9. A cardholder must surrender his or her card upon termination of employment (i.e. retirement, voluntary or involuntary termination.)  At that time, no further use of the account is authorized.
	_________________________________

Cardholder Signature
	_________________________________

Chief Daniel N. Olson Signature

	_________________________________

Cardholder Printed Name
	_________________________________

Date

	_________________________________

Date
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