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CHARTER TOWNSHT? o NORTHVITZE. CHARTER TOWNSHIP OF NORTHVILLE

Subject: Credit Card Policy | Policy: 4.2.002 | Pages: 4
Standards: Purchasing | Effective Date: 12/08/2021 | Revised Date: 09/19/2025
I.  PURPOSE:

The Charter Township of Northville (“Township”) has adopted the guidelines set forth
in this document titled “Credit Card Policy” (the “Policy”). The purpose of creating
the Policy is to establish objectives and practices for the credit card use of the
Township. Public Act 266 of 1995 requires all municipalities within the State of
Michigan to formulate and maintain written policies when authorizing the use of
credit cards for the purchase of goods and services for the official business of the
municipality.

. POLICY STATEMENT:
The Township must engage in procurement activities that are fair and in the best
interests of the Township to provide the maximum value for public funds. It is the
objective of the Township to implement procedures within this Credit Card Policy
(Policy) to implement formal guidelines for the proper handling and accounting, and
allocation and use of Township-issued credit cards.

. SCOPE:
This Policy applies to the procurement of supplies, equipment, goods and services
entered into by the Township using a Township-issued credit card. It applies to every
expenditure of public funds utilizihg a Township-issued credit card by the Township
irespective of the source of the funds.

IV.  DEFINITIONS:

A. Procurement - The process of finding and agreeing to terms, and acquiring

goods, services, or works from an external source.
B. Township-issued credit card — Credit card may mean Elan Financial
Services Commercial Card, Home Depot Card or Wex Fuel Card.
. Cardholder — The employee who receives a township-issued credit card.
Department Director — The Director of the cardholders department.
Department delegate — Individual expressly authorized, to approve
credit card purchases, by the Department Director.
F. Department administrator — Individual expressly authorized to reconcile
and process credit card transactions in BS&A on behalf of a cardholder.
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V. PROCEDURES:
Section | Administration

A. The Finance and Budget Department is responsible for issuing, accounting
for, monitoring, retrieving and generally overseeing compliance with this
Policy.

B. Credit card requests for approved roles, as defined in the Authorized Credit
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Card Holders document, must be made to the Purchasing Manager and will be
issued upon approval from the Department Director.

C. Credit card requests for non-approved roles, must be made to the Purchasing
Manager and will be issued upon approval from both the Department Director
and the Township Manager

D. Wex Fuel cards will be issued to Departments to use at their discretion.

E. Attherequest of a Department Director or Delegate, authorized employees will
be issued PINs to be used with their department’s Wex Fuel Cards.

F. Credit cards will be issued with a maximum amount not to exceed $10,000 and
that is consistent with the needs of the department. Requests for temporary limit
increases beyond $10,000 must be made to the Purchasing Manager and will
be issued upon approval from both the Department Director and the Township
Manager.

G. A current list of all credit cards, authorized users, and credit limits will be kept on
file within the Finance and Budget Department.

Section 2 Cardholder Responsibilities

A. Cardholders must adhere to the following security measures:

1. Cardholders and authorized users must sign the proper form, which
acknowledges receipt of the credit card or PIN and agreement to
adhere to this Policy and applicable procedures.

2. When requesting Wex Fuel Cards, a Department Director or Delegate,
must sign a Fuel Card Responsibility Form, agreeing to oversee the proper
use of the cards.

3. Township credit cards must be used in compliance with the
Township's procurement policy.

4. Cardholders must maintain original documentation related to purchases
on township-issued credit cards.

5. Sales tax may not be levied against the Township on credit card purchases.
6. If sales taxis paid, the cardholder must contact the merchant to remove
the sales tax. If the sales tax cannot be removed, the cardholder must
provide a written statement as to why the sales tax was not removed; this

statement must be signed by both the cardholder and the Department
Director.

7. Reimbursement for return of goods and/or services must be credited
directly to the credit card account. No cash credits should be received
by the cardholder.

8. Internet purchases must be made on websites that utilize proper
security measures.

9. Fuel cards must only be used for fuel and expenditures related to the
operation of Township vehicles and equipment.

10. Employees must not share their Wex Fuel Card PIN with anyone.

11. Lost or stolen credit cards and/or Fraudulent charges must immediately
be reported to the card issuer and then to the Purchasing Manager.

e Elan Customer Service 1-800-344-5696
*  Home Depot Customer Service 1-866-875-5490
*  Wex Fuel Customer Service 1-866-885-5346

B. Credit cards must not be used for the following:
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To obtain cash advances.

For personal or non-business expenditures.

3. To purchase alcoholic beverages or any substance, material, or service, which
violates policy or, law.

4. For personal vehicles (Fuel Cards).
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Section 3 Process

A. Each Elan Financial Services Commercial cardholder must adhere to the following
monthly process:

1. On or around the 3rd of the month, the Purchasing Manager will import all
credit card fransactions info BS&A.

2. Each cardholder/department administrator must verify his/her transaction
activity summary matches the purchases imported into BS&A. The following
information must be entered or attached into BS&A:

a) Description of goods and services
b) General Ledger # for the purchase
c) Supporting documentation including an original receipt containing:
1. Date of purchase
2. Purchase amount
3. Description of goods and services
4. Vendor name

3. Each credit card purchase must be electronically approved by the
Department Director/delegate through BS&A by the 10" of the month.

4. The Purchasing Manager will review the credit card support each month to
ensure proper documentation is attached.

5. Purchases without proper documentation will be returned to the cardholder for
correction.

6. If areceiptis missing, the cardholder must contact the merchant for a copy. If
a copy cannot be obtained, the cardholder must provide a written statement
as to why the credit card receipt was not obtained; this statement must be
signed by both the cardholder and Department Director and attached to the
transaction in BS&A.

7. Unsupported purchases may be the sole responsibility of the cardholder.

B. Each Home Depot cardholder must adhere to the following process:

1. Provide receipt of each transaction to the Accounts Payable Associate as

soon as possible. Each receipt must contain:
a) Date of purchase
b) Description of goods or services
c) General Ledger #
d) Cardholder/Supervisors signature

2. Once a month the Finance & Budget Department will reconcile collected
receipts to the statement and route it through BS&A for Director/Department
delegate approval.

C. Each Wex Fuel card purchase must be electronically approved by the Department
Director/Delegate through BS&A. A monthly statement with purchase detail will be
provided by the Finance & Budget Department. Original receipts are not required.



Section 4 Card Termination

A. The Purchasing Manager is required to close an account if a cardholder:
1. Transfers to a new role within the Township in which a credit card is not
required.
2. Terminates employment with the Township.
3. For any of the following reasons upon discussion with both the Department
Director and Township Manager:
a) The credit card is used for personal or unauthorized purposes.
b) The credit card is used to purchase alcoholic beverages or any
substance, material, or service, which violates policy or, law.
c) The cardholder splits a purchase to circumvent the limitations of the
Procurement Policy.
d) The cardholder continually fails to provide all required receipfs.
e) The cardholder fails to provide, when requested, information about
any specific purchase.
f)  The cardholder does not adhere to the Credit Card Policy.
g) The cardholder continually fails to reconcile purchases according to

policy.
B. Upon card termination, the cardholder must return the card to the Finance & Budget
Department.
VI. FORMS:

4.2.002A Credit Card Policy Acknowledgement Form
4.2.002E Fuel Usage Acknowledgement Form
4.2.002F Fuel Card Responsibility Form

VII.  RESPONSIBILITIES:
All Township employees who have been issued a credit card shall be responsible for
adhering to this policy and all applicable procedures.

VIII. ENFORCEMENT:
Cardholders will be responsible for repayment of unauthorized charges and may be
subject to termination of credit card privileges.

IX. RELATED INFORMATION:
4.2.001 Procurement Policy
4.2.002D Authorized Credit Card Holders
Act 266 of 1995

X.  POLICY HISTORY:
See 1.1.003 Policy Review Process, Section IV (3)(q)




