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POLICY STATEMENT:
The Town of Deep River allows specific officials to use credit cards issued in the name of the municipality for transactions for which such cards are appropriate, subject to specific controls and limits, and with strict accountability.  These cards are a management tool, not an employment perquisite.

GENERAL
The Town will enter into an agreement with The Bank of Montreal (“the Bank”) for Bank of Montreal MasterCard credit cards to be issued in the name of the municipality and the appropriate officers, in accordance with this policy.  

1. Credit cards authorized under this policy shall be issued to the Mayor, the CAO/Clerk, the Town Superintendent, the Police Chief, the Head Librarian, and the Director of Planning & Development. (“cardholders”).
2. The credit limit for each card issued under this policy shall be $3000.00.  The cumulative limit of $18,000 shall be considered part of the normal operating line of credit furnished to the municipality by the Bank.

3. Use of credit cards under this policy is not intended to displace regular purchasing procedures.  Credit cards issued under this policy may be used for the following types of transactions:
3.1. Transportation, accommodation, and related costs associated with travel on municipal business, including guaranteeing reservations;

3.2. Restaurant meals and “moderate hospitality” for visitors;

3.3. Electronic purchases where the vendor requires and uses a credit card number rather than a regular billing account; and

3.4. Purchases from suppliers with whom the municipality does not have an account and from whom, in the cardholder’s opinion, it is unlikely that future purchases will be made sufficient to warrant the establishment of an account.
4. Credit cards issued under this policy shall not be used to obtain cash advances.

5. It is the responsibility of the cardholder to:
5.1. Ensure that purchases made using the credit card are properly authorized and documented and made in accordance with the Town’s purchasing policies and this policy; 

5.2. Ensure that the balance shown on the monthly statement for each card is submitted for payment in full on or before the due date along with supporting documentation (i.e. invoices) , and properly distributed in the Town’s accounting system; and

5.3. Repay the municipality immediately for any charges which are not municipal expenses, but which are made incidentally to the credit card account (e.g. companion’s hotel room charge, personal charge added to hotel room bill).
6. Cardholders shall be provided with a two copies of this policy when the card is issued, and shall sign and return one copy to the municipality indicating that they have read, understood and accepted the terms of the policy.  The signed statement shall form part of the employee record for the cardholder.  The cardholder shall not use the credit card for any purpose until the signed statement has been provided. 
7. Misuse of a credit card issued under this policy shall be deemed to be a Group “C” infraction under the Town’s discipline policy (#H07-2), meaning that the measures to be taken by the Town will range from a written reprimand in minor matters to dismissal in very serious cases.  The municipality’s right to recover any unauthorized charges from the cardholder is not limited or diminished by the application of any discipline.

