Town of Manchester

Credit Card Use Policy



Enacted:  02/27/2018

Amended: 

Attested Copy: _____________


 
This policy provides instructions for card use, the review of transactions and reporting requirements.

The careful use of credit cards saves taxpayers’ money by increasing the efficiency of the purchasing system.  The use of credit cards also eliminates the need to use petty cash.

The Town of Manchester credit card can only be used for the purchase of goods and services related to Town business and for Town related travel within the limits of the approved budget and in accordance with the town’s purchasing policies.  All purchases must be approved by the Treasurer or Town Manager prior to purchasing.  

If the credit card is used for services that are generally entitled to a tip, the tip percentage shall range between 10% and 20%, depending on the service received.  If the card holder leaves a tip greater than 20% they will be required to reimburse the town the difference.    

The purchase of alcoholic beverages is prohibited.

The Town of Manchester credit card is to be used only for official Town business.  Personal transactions are not to be charged to the Town credit card under any circumstance.

The Town credit card is to be kept in the locked vault when not in use.  

All receipts from credit card transactions are to be given to the Treasurer to be matched to the monthly statements.  Credit card charges are to be paid in full each month so that no finance charges are incurred.

Lost or stolen cards are to be cancelled immediately.

Employees who use the Town of Manchester credit card are in a position of trust in regard to the use of public funds.  Improper use may render the cardholder liable to disciplinary action.





_______________________________		_________________________
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Doug Ide




Employee’s who have access to the Credit Card must read and adhere to this policy.
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