PURPOSE:
As a matter of policy and practice, all approved purchases of goods and services shall be with an expectation that the vendor will extend credit to the township and following delivery of those goods and services, the vendor will invoice the township under the vendor’s normal terms and conditions of payment.  Disbursements to honor those invoices shall be made by check, drawn on the basis of a properly executed voucher, with the payment thereof needing to gain the approval of the Township Board.  Nonetheless, the township office, in the normal course of conducting the township’s business, finds it convenient and occasionally necessary to use a vendor issued (i.e. Office Max, Staples, Home Depot, etc) or bank issued credit card (i.e. Visa, Master Card, etc.) to make small, time-sensitive purchases.  The purpose of this procedure is to identify the process to be followed when issuing and using a Township credit card.

PROCEDURE:


I. Authorized Credit Cards:   Northfield Township may authorize the issuance in its name of one bank credit card (i.e. Visa or Master Card) and a reasonable number of vendor issued credit cards (particular vendors of goods and services regularly and frequently patronized) provided any credit cards issued in the name of the township shall be free of any annual fee.
II. Authorized Use:  Credit cards issued in the name of the township shall be used solely for the purchase of goods or services for the use and benefit of the township in the conduct of the township’s business.
III. Authorized Users:  Credit cards issued in the name of the township shall be used only by an administrator or permanent full-time employee of the township after explicit board approval.
IV. Card Custodian:  The Township Clerk shall be responsible for issuing, accounting for, monitoring, retrieving and generally overseeing compliance with the township’s credit card policy.
V. Documentation:  The township officer or employee utilizing a credit card for purchase shall submit a credit card receipt detailing the goods and services purchased, the cost of the goods or services, the date of the purchase and the official government business purpose for which the goods or services were purchased as well as the appropriate account number to apply the charge to.  Such receipts shall be subsequently matched with the invoice which includes that goods or service billing.  In the instance of phone purchases where a receipt may not be readily available, a surrogate receipt shall be created by the individual utilizing the credit card.
VI. Internal Accounting Controls & Review:  As a matter of policy and practice, all invoices and billing statements received from vendor issued credit card processing services and bank issued credit card companies shall be matched with individual purchase receipts covered by the invoices and billing statements, have a payment voucher prepared by the Township Clerk and be submitted to the Township Board for review and approval to pay, following which approval the Township Clerk shall publish, sign (along with the Township Treasurer) and issue a check for payment.  Such processing and review cycle shall be sufficiently timely that interest charges shall not accrue. 
VII. Audit: The utilization of credit cards and the policies, practices and procedures pertaining thereto shall be subject to Annual Audit by the Township’s auditing firm.


VIII. Credit Limit:  Each authorized user is granted a credit limit of $2,000 per month, per card, regardless of any higher limit granted by the issuer.  Unless prior board approval is explicitly obtained, each authorized user shall plan and maintain credit card transactions to ensure that this limit is not exceeded.
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