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THE ADMINISTRATIVE POLICY, AS APPROVED, FOR THE USE OF PURCHASING CARDS WITH USAGE REGULATIONS FOR CITY EMPLOYEES

1) General Usage

a. A Purchase Card (P-Card) can be assigned to an employee by their supervisor, with the approval of the City Clerk.  The card will be issued in the name of the employee.  The employee is responsible and accountable for all purchases made with that particular card.  Every receipt shall be signed by the City of Valley Center employee whose name is shown on the card from which the purchase was made.
b. The P-Card is intended to be utilized for every City of Valley Center-authorized purchase as possible.  Nothing herein shall be construed to supersede the current purchasing policies of the City of Valley Center with regard to what is an authorized and what is an unauthorized purchase.  It is the responsibility of the cardholder to insure that the City of Valley Center is not charged sales tax.  The Federal Tax I.D. number for the City will be placed on the back of the P-Card.  This number can be given to the vendor for their records.
c. Vendor charge accounts will not be maintained by the City of Valley Center.  Exceptions, in instances wherein a vendor absolutely cannot process credit cards, should be presented to the City Clerk for approval.
d. P-cards will NOT to be used for personal business; only authorized and legitimate City of Valley Center expenditures are permitted.  Violations will result in strong disciplinary action, up to and including termination.
e. In the event that a City of Valley Center staff member is traveling on business for the City, with a spouse or other individual, where there may be both reimbursable and non-reimbursable expenses, use of the P-card will be allowed in those circumstances.  On condition that within three business days of returning to the City office the employee will make an accounting of both reimbursable and non-reimbursable expenses.  The City must be reimbursed for the balance of all non-reimbursable expenses within said three days.
f. The individual to whom the P-card is issued shall retain in his/her possession every receipt (as itemized as possible) until the end of each billing cycle when a statement is provided to the cardholder for purchase reconciliation.  A folder will be provided by the City to each cardholder to assist with receipt organization and retention.
g. An expenditure for which there is no receipt may be charged to the employee in whose name the P-card purchase was made, and that employee will be disciplined up to and including termination.
2) Accounting Process

a. A “master” P-Card statement, along with the cardholders’ individual statements, will be sent from Intrust Bank to the Assistant City Clerk.
b. Individual statements will be distributed to each cardholder to facilitate reconciliation of their respective collection of receipts with the bank’s accounting of purchases made to their P-card.
c. Each employee cardholder will be responsible to keep a signed and detailed receipt for every purchase charged to his/her P-Card during the billing cycle.
d. The reconciliation process should take no more than 5 days from the receipt of the cardholder’s monthly statement.  These restrictive guidelines are based upon Intrust’s timeline with regard to credit card payments.

e. Detailed receipts must accompany the individual statement which is to be reviewed, approved, and signed by the cardholder’s department head within 5 days of receiving the monthly statement from the cardholder.  The entire process of reconciliation and approval should take NO MORE THAN 10 DAYS to complete.

f. Upon supervisory approval the statement, with its corresponding receipts, should be submitted to the Assistant City Clerk for audit and payment processing.

g. It is up to the Department Supervisor to allocate all P-Card charges to the appropriate budgetary line item(s) prior to submission of said charges to the Assistant City Clerk for auditing.  An on-line spreadsheet will be available to each Department Supervisor to assist with this task.  This spreadsheet should be attached to the package of individual statements (and receipts) submitted from each department head.  The P-Card statement is not to be written upon; it must remain legible for appropriation review by the City Council each month.
3) Stolen/Lost Cards

a. The cardholder of a stolen or lost P-Card shall IMMEDIATELY notify his/her immediate supervisor, or in his/her absence, the City Clerk or Assistant City Clerk.  The Assistant City Clerk will notify Intrust as soon as notified by the supervisor of a stolen/lost P-Card.  If reporting the loss on a weekend, please leave a voice message at City Hall, (316) 755-7310, ext. 102, so that action may be taken the next business day.  Failure to do so as soon as possible may result in charges to the employee and/or disciplinary action.

b. In the event of the absence of the Department Supervisor, the City Clerk and the Assistant City Clerk, the cardholder shall contact the Accounting Clerk so that the bank notification can be made as soon as possible.
4) Cardholder Acknowledgment

a. Each employee issued a P-Card must sign a copy of these regulations before a card can be issued.
b. Violations of the terms of these regulations may result in strong disciplinary action, up to and including termination, depending upon the severity of the situation and the discretion of the City Administrator and City Clerk.  The City Clerk has the authority to withdraw an employee’s P-Card at any time.

c. The P-Card MUST be returned to the City of Valley Center upon separation from City employment.

BY MY SIGNATURE, I ACKNOWLEDGE THAT I HAVE RECEIVED A COPY OF THESE REGULATIONS AND AGREE TO THE TERMS.  I UNDERSTAND THAT IF I HAVE ANY QUESTIONS, IT IS MY REPSONSIBILITY TO SEEK CLARIFICATION FROM MY IMMEDIATE SUPERVISOR.
      SIGNATURE:  _______________________________      DATE:  _________________________

                               _______________________________       DEPT:   _________________________

                               Print Name

     APPROVAL SIGNATURE:  __________________________________    DATE:  ​​​​​​​​​​​________________________

                                                          City Clerk
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