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1.0 - Purpose.  The purpose of this policy is to ensure that credit cards issued in the name of Mission Township are used appropriately by township officers and employees.  The use of a credit card is an alternate means of payment and must not circumvent the use of contracts, quotes, purchasing laws or Mission Township Operating Policies or Procedures.
2.0 – Policy.  The following policy requirements apply to the issuance and use of credit cards in the name of Mission Township.
1. Credit cards are assigned or issued to cardholders under the authority of the Town Board.  No cards may be issued without the approval of the Board.
2. Cardholders are required to sign a statement acknowledging their receipt and understanding of the Credit Card Policy prior to issuance of the card.  The signed agreements are to be held by the Treasurer.
3. Credit cards are a method of payment for permitted goods and services only.
4. No personal use of the credit card is permitted.
5. Credit card purchases may not exceed the authorized spending limits as adopted by the Town Board in their annual ‘Resolution establishing compensation, meeting attendance rates, hourly compensation rates, mileage reimbursement and delegated spending authority’ for Mission Township.  Splitting a purchase into more than one transaction to avoid exceeding an established spending limit is expressly prohibited.
6. Permissible purchases include general operating expenses such as fuel, replacement equipment, office supplies, EMS supplies, and payment for allowable services if approved by the Town Board.
7. The cardholder is responsible to obtain original receipts for all purchases showing the item(s) description, quantity, and price, and to submit such receipts as a claim to the Clerk for payment by the Township following the card’s monthly billing cycle.  
8. Claims for credit card purchases without original receipts will be referred to the Town Board for resolution.
9. The Treasurer is designated to perform an annual audit of credit card purchases and corresponding documentation and report their findings to the Town Board.
3.0 – Contrary Use.  Cards used in violation of this policy may result in consequences up to and including discipline or termination of employment for township employees.  If the violation is by an elected official, the violation will be reviewed by the Town Board for appropriate action.  In the case of a prohibited purchase, the authorized card holder may be required to immediately reimburse the township for the prohibited purchase.

I acknowledge I have received a copy of the Mission Township Credit Card Use Policy and I will comply with the policy as written.
Signed: _________________________________________    Date: ______________________________________
Role:  ___________________________________________
CREDIT CARD USE POLICY ACKNOWLEDGEMENT FORM | 12-11-2023
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