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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Accepting Credit Cards In House Policy Policy: 4.1.005 Pages: 2 

Standards:  Finance Effective Date: 06/03/2024 Revised Date: 00/00/0000 

 
I. PURPOSE: 

This policy has been developed to provide a set of guidelines for efficient processing of in 

house transactions when a credit card is used as the form of payment. 

 

II. POLICY STATEMENT: 

The Charter Township of Northville (Township) will accept payment in a form that is in the 

best interest of the Township to enhance convenience and to provide increased 

collectability.   It is the objective of the Township to implement procedures within this 

Accepting Credit Cards In House Policy (Policy) to establish formal guidelines for the 

proper handling and accounting related to in house credit card payments. 

 

III. SCOPE: 

This Policy applies to the acceptance of credit cards as a form of payment at Township 

Hall and Public Safety Headquarters. Credit card payments will be accepted for Water & 

Sewer, Current Year Property Taxes, Accounts Receivable, Business Registrations, Dog 

Licenses, Building, and Police/Fire type receipts.  

 

IV. DEFINITIONS: 

a. Customer – An individual or external entity that makes a payment to the Township. 

 

b. Chargeback – A charge that is returned to a payment card after a customer 

successfully disputes a transaction on their account statement.  

 

c. PCI Compliance – The technical and operational standards followed to protect 

credit/debit card data provided by cardholders and transmitted through card 

processing transactions including misuse of cardholders’ personal information. 

 

d. In House transaction – An in person payment made at Public Safety Headquarters or 

Township Hall front desk.  

 

V. PROCEDURES: 

Section I Administration 

A. The Finance & Budget Department is responsible for accounting for, monitoring and 

generally overseeing compliance with this Policy. 

 

B. The Finance & Budget Department will work with the Information Technology and 

Communications Department to secure Payment Card Industry (PCI) compliant 

point-of-sale devices for processing credit card payments.  Two devices are located 
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at the Front Desk at Township Hall and one device is located at the Public Safety 

Headquarters. 

 

C. Processing of credit card payments will be integrated into BS&A Cash Receipting and 

settled through InvoiceCloud, the Township’s third party payment processor. 

 

D. Customer account numbers are encrypted and not stored in BS&A or InvoiceCloud. 

 

E. Debit/Credit cards accepted are Visa, Mastercard, Discover or American Express. 

 

F. Current credit card service fees will be prominently displayed at each location.   

 

G. Any chargebacks will be investigated and handled by the Finance and Budget 

Department.  

 

Section II Processor Responsibilities 

A. Payment via credit/debit cards can only be made inside.  The ability to pay with a 

credit/debit card is not available through the drive-thru at Township Hall. 

 

B. Device to swipe credit/debit card will remain in view of the customer at all times; 

customer is responsible for physically swiping their own card.  Township employee 

should never handle a customer’s card. 

 

C. Service fees apply to all credit/debit card transactions.  Water & Sewer fee is $4.50 for 

each transaction up to $400.  All other transactions will have a fee of 3% of the 

transaction amount or $2.95, whichever is higher.  These fees go straight to the third 

party payment processor and are not collected by the Township. 

 

D. Employees will not accept credit card information over the phone to process a 

payment.  Interactive Voice Response (IVR) payments are only accepted for Water 

& Sewer and Tax transactions by having the customer call 844-940-2043. 

  

VI. RESPONSIBILITIES: 

All Township employees involved with accepting payments will be responsible for 

adhering to this policy and all applicable procedures. 

 

VII. ENFORCEMENT: 

Failure to comply with this policy may lead to disciplinary action in accordance with 

5.1.008 Disciplinary Policy. 

 

VIII. POLICY HISTORY: 

Created/Reviewed 05/08/2024 

Reviewed 06/07/2024 

Reviewed 06/07/2025 

  


