CITY OF

DRY RIDGE

P.O. Box 145, 31 Broadway Office of the Mayor Order No. 2015-21

Dry Ridge, Kentucky 41035-0145

Phone: 859-824-3335 EXECUTIVE ORDER

Fax: 859-824-3598

www.cdrky.org Effective Date: July 20, 2015 Credit Card Policy

To: All City Employee’s, Specifically Department Heads

Reference: City Issued Credit Cards

Effective immediately, all city employees shall adhere to the city’s credit card policy
(attached).

This policy is executed as an executive order until such time a revision to the official City of
Dry Ridge Policy and Procedure Manual has occurred. At such time this policy shall be
added and shall supersede this executive order.

PLEASE READ THE CREDIT CARD POLICY. DEPARTMENT HEADS ISSUED CARDS SHALL
ACKNOWLEDGE RECEIPT AND SIGN A CITY OF DRY RIDGE CREDIT CARDHOLDER
AGREEMENT.

James Wells, Mayor

Attest:

Cindy Harris, Clerk/ Treasurer

James Wells, Mayor

jim.wells@cdrky.org

Cindy L. Harris,
City Clerk/ Treasurer
cindy.harris@cdrky.org
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Credit Card Policy

Purpose

The purpose of the Credit Card Policy is to facilitate purchases necessary for The City of Dry Ridge operation,
lodging and travel to approved City functions, and to facilitate other necessary transactions where use of a
credit card would expedite the transaction in an efficient manner. The purpose of the use of these cards is not
to override the procedures set forth in the City of Dry Ridge’s Procurement Policy, but to provide an alternative
method of purchase for necessary goods and services.

Policies

1.

The Mayor shall be responsible for the issuance, accounting, monitoring, retrieval and general
oversight of compliance with the Credit Card Policy

Credit Cards shall only be issued to the following City of Dry Ridge employees: Mayor’s Office, Fire
Department, Water Department, Sewer Department, and Police Department. Credit card transactions
made on behalf of the City of Dry Ridge may be made by authorized City employees.

Credit Cards may be used for any authorized City purchase where the vendor or merchant accepts
credit card payments.

Any City of Dry Ridge credit card shall have an authorized maximum limit of up to $3,000. If a limit
maximum needs to be increased, the Mayor will provide a proposal to the City of Dry Ridge Council for
approval.

a. If a credit card holder experience denials when using a City credit card, the employee shall
notify the Mayor and/or the City Clerk/Treasurer as soon as possible with details of the denial.
Such details shall include, but not limited to, vendor or merchant name, date, time and details of
transaction, and dollar amount. The City Clerk/Treasurer shall investigate the denial.

b. The City Clerk/Treasurer shall maintain a list of available credit cards for all employees which
shall include the credit limit of each card, as well as outstanding balances, due dates,
purchases, returns or other credits. This list shall be maintained in a timely fashion and shall be
open to Council inspection upon request.

City of Dry Ridge credit cards shall only be used for the purpose of goods and services that are the
official business of the City of Dry Ridge. The employee must notify vendors or merchants that the
credit card transaction should be exempt from Kentucky Sales and Use Taxes if it is used for the
purchase of goods or services in the State of Kentucky.

Documentation detailing the goods and services purchased with the City of Dry Ridge credit cards shall
be required for all transactions. Adequate documentation shall consist of, but not limited to, original
sales receipts, credit slips, etc. At no time shall the City of Dry Ridge approve payment of credit card
invoices without adequate documentation. Documentation shall detail the goods or services
purchased, the cost of the goods or services purchased, the date of the purchase and the official
business for which the goods and services were purchased. Documentation will include the appropriate
approved Purchase Orders.

City of Dry Ridge credit cards shall not be used for personal uses, cash advances, or merchant
category exclusions (i.e. alcoholic beverages, tobacco products, controlled substances, any other items
deemed inconsistent with the values of the City of Dry Ridge)



10.

11.
12.

13.

14.

15.

Any employee of the City of Dry Ridge who violates the provisions of the Credit Card Policy shall be
subject to disciplinary action, up to and including discharge and/or civil or criminal action.

Employees to whom credit cards are issued for the City of Dry Ridge purchases shall be responsible for
the protection and custody of the credit card. The employee to whom credit cards are issued shall
immediately notify the financial institution issuing the card if lost or stolen, and the employee shall notify
the City Clerk/Treasurer as soon as possible. Employees shall not knowingly post or otherwise make
publicly available credit card data that could potentially result in fraud or unauthorized changes

Employees to whom credit cards are issued for City purchases shall immediately surrender all City of
Dry Ridge credit cards upon termination of employment or layoff from active work status. The City
reserves the right to withhold final payroll checks and payout of accrued leave until the card is
surrendered.

All benefits derived from the use of credit cards shall become the property of the City of Dry Ridge.

The credit card shall not impact the cardholder’s personal credit references. The City of Dry Ridge
issued credit card is a City liability card, not a personal liability card. However, the cardholder does
have the responsibility to use the credit card in an appropriate manner, as described in this document.

The City Clerk/Treasurer and Mayor shall review and recommend approval or denial of credit card
invoices prior to submission to the City of Dry Ridge for payment. The balance due on any credit card
account shall be paid in full by the due date listed on the invoice but in no event later than sixty (60)
days for the initial statement due.

Credit card transactions are hereby authorized for the following methods of acquisition:

a. In person: the employee shall present the credit card for purchases of goods and services. The
employee shall obtain a receipt for all purchases and credits, and submit the receipt to the City
Clerk/Treasurer for reconciliation with the credit card invoice.

b. Via telephone or mail order: the employee shall provide the vendor or merchant with the credit
card number, expiration date, and other pertinent data necessary to complete the transaction.
The employee shall take necessary precautions to ensure that the transaction is valid prior to
providing pertinent credit card data. The employee shall properly document the transaction with
a purchase order and submit this documentation to the City Clerk/Treasurer for reconciliation
with the credit card invoice.

c. Viathe Internet: the employee shall provide the vendor or merchant with the credit card number,
expiration date, and other pertinent data necessary to complete the transaction. The employee
shall take necessary precautions to ensure that the transaction is valid prior to providing
pertinent credit card data. The employee shall properly document the transaction with a
purchase order, hardcopy screen printouts, and/or other document, and this documentation
shall be submitted to the City Clerk/Treasurer for reconciliation with the credit card invoice.

Cardholders will be required to sign an agreement indicating they accept these terms. Individuals who
do not adhere to these policies and procedures risk revocation of their credit card privileges and/or
disciplinary action.



Credit Cardholder Agreement
Requirements for use of a City of Dry Ridge Credit Card:

1. The credit card is to be used only to make purchases at the request of, and for the legitimate business
benefit of, the City of Dry Ridge, Kentucky.

2. The credit card must be used in accordance with the provisions of the Credit Card Policy established by
the City of Dry Ridge, as attached hereto.

Violations of these requirements may result in revocation of use privileges. Employees found to have
inappropriately used the credit card will be required to reimburse the City of Dry Ridge for all costs
associated with such improper use through direct payment or payroll deduction. Disciplinary action(s) may
be taken per the City’s Personnel Policies, up to and including termination. The City of Dry Ridge will
investigate and commence, in appropriate cases, criminal prosecution against any employee found to have
misused the credit card or who violates the provisions of the cardholder agreement.

Credit Card Account Number:

Issued To:

Name (Please Print)
| acknowledge receipt of the attached Credit Card Policy and agree to abide by said Policy.

Signature:

Date:

(Below, For City Clerk’s Office Use Only)
Credit Card Returned

Date:

Authorized Signature:




