CALHOUN COUNTY

 BOARD OF COMMISSIONERS

POLICY STATEMENT 507

SUBJECT:   CREDIT CARDS AND FUEL CARDS
 (Former Policy #17 of Calhoun County Road Commission; adopted: June 5, 1996; 
amended: January 6, 2005; reviewed: March 6, 2010)
ADOPTED:  October 18, 2012 by Board of Commissioners 

EFFECTIVE: November 1, 2012

PROCEDURES:
WHEREAS, Public Act 266 of 1995 authorizes a Road Commission to be a party to a credit card arrangement, if the Road Commission Board has adopted, by resolution, a written policy governing the control and use of credit cards, and

WHEREAS, the Board of County Road Commissioners of the County of Calhoun deems that it is in the best interest of the Calhoun County Road Commission to make certain Road Commission financial transactions by using a credit card as described in the act.

NOW, THEREFORE, BE IT RESOLVED that the following policy shall govern the use of Road Commission credit cards/fuel cards:

A. The Managing Director is responsible for issuing, accounting for, monitoring, retrieving and generally overseeing compliance with the Road Commission’s credit card/fuel card policy.  Supervisors are also responsible for monitoring their use, when applicable and in accordance with the Purchasing Policy.

B. Road Commission credit cards may be used only by officers or approved employees of the Road Commission for the purchase of goods or services for the official business of the Road Commission.  The use of credit cards is limited to the following circumstances:  travel, meals, and accommodations while on Road Commission business (excluding expenses incurred in operating a privately owned automobile); gas, oil and other necessary expenses incurred in operating a Road Commission owned vehicle.  Any other use of credit cards must be approved by the Managing Director prior to the use of the credit card.

C. All officers and approved employees will sign an acknowledgement sheet indicating they have access to a Road Commission credit/fuel card and they have received a copy of this policy and the Purchasing Policy.

D. Officers and approved employees who use a Road Commission credit card shall submit a copy of the vendor’s credit card slip to the Managing Director.  All credit card slips shall include the official business notation and the account numbers to which the transaction is to be charged.  

E. If no credit card slip is obtained that described the transaction; the employee shall submit a signed Purchase Order Request Form that shows the name of the vendor from which the goods or services were purchased, the date and the amount of the transaction, the official business that required the transaction and the account numbers indicating the account the transaction is to be charged.  Vouchers shall include a statement regarding why a credit card slip was not obtained.  

F. An officer or approved employee is responsible for protection and safe keeping of the credit/fuel card.  If a credit card is lost or stolen, the immediate Supervisor and the Managing Director shall be notified immediately.  The entity issuing the lost or stolen credit card shall be notified immediately to cancel the card.

G. An officer or approved employee issued a credit card shall return the credit card to the Managing Director upon termination of his (or her) employment or service with the Road Commission.

H. The Managing Director shall maintain a list of all credit/fuel cards owned by the Road Commission, along with the name of the officer or employee who has been issued the credit card, the credit limit, the date issued and the date returned.  

I. The Managing Director shall review each credit/fuel card statement as soon as possible to ensure that transactions comply with this policy.  Any transactions that appear on the statements that are not documented with a credit card slip or a signed voucher shall be immediately investigated.  Transactions that do not appear to comply with this policy shall be reported to the Managing Director and the Human Resource Department.  The Road Commission Board shall not approve payment to the entity issuing the credit cards until all transactions have been verified.

J. The balance, including interest due on an extension of credit under the credit card arrangement, shall be paid within not more than 60 days of the initial statement date.  Every attempt will be made to avoid any and all interest charges.

K. Officers and approved employees who use a Road Commission credit/fuel card in a manner contrary to this policy shall be subject to disciplinary actions, as deemed appropriate by the applicable Labor Agreement.

L. The use of Road Commission fuel cards shall be governed as follows:
· Fuel credit cards are for use while on official business and should be used at times and locations as stipulated by this policy. 
· Fuel is to be placed into approved Road Commission vehicles only.

· Neither premium fuel nor leaded fuel is to be purchased.
· Fuel only is to be purchased.
· Self-service (not full-service) is to be used.
M.
The following information should be included in all purchases:
· The county vehicle odometer reading
· The employee personal identification number (P.I.N.) 
· The number of gallons of fuel
· The cost per gallon of the fuel
· The county vehicle number
· The total price of the purchase
N.
The customer copy of the purchase ticket must be forwarded, at the end of each 
day, to the accounts payable clerk.

O.
Each employee is responsible for the confidentiality of their P.I.N. and is not to 
release that information or the fuel card to any other person.

P.
The Road Commission Board shall not approve payment to the entity issuing the 
fuel cards until all transactions have been verified.

Q.
The balance, including interest due on an extension of credit under the fuel card arrangement, shall be paid within not more than 60 days of the initial statement date.  Every attempt will be made to avoid any and all interest charges.
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