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Application: 
This policy applies to payments made to the Corporation by means of electronic transfer authorized by a direct payment card. 

1. Purpose

The purpose of this policy is to establish standards for the operation and control of payments to the Town through the use of a Direct Payment Card. 

2. General Policy

The Town has traditionally received payment for taxes, water/sewer bills and accounts receivable by cash or cheque.  The Town now offers the Direct Payment Card as a further means of making payment to the Town.  The following general policy principles apply to the operation of the Direct Payment Card system:

2.1
Under no circumstances will the Debit Payment Card be used for cash advances from the Town.

2.2
Only the following personnel are authorized to accept and process Direct Payment Card payments, namely: Tax Clerk, Accounts Payable/Water Clerk, Administrative Assistant/Payroll Clerk, CAO/Clerk, Treasurer, Marina personnel approved by the Town Superintendent and trained part-time replacement employees for any of these positions.

2.3
Only the Debit Payment Card holder/owner shall know and key in the Personal Identification Number (PIN). Under no circumstances will a Town employee gain knowledge of an individual’s PIN number, even if assistance in using the PIN pad is requested by the cardholder.

2.4
In the case of a power outage or malfunction of the system for any reason, Debit Payment Card payments will be refused until the system is again functional.
2.5
The use of and responsibilities regarding the Debit Payment Card system shall be in accordance with the signed Bill Payment Agreement between the Town and the Bank of Montreal.
