ROCKFORD TOWNSHIP
CREDIT CARD

POLICY
Effective July 7, 2009  
ROCKFORD TOWNSHIP
CREDIT CARD POLICY

Minnesota Statute 471.382 states that a Township Board may authorize the use of a credit card by any Township officer or employee otherwise authorized to make a purchase on behalf of the Township. If a Township officer or employee makes or directs a purchase by credit card that is not approved by the Township Board, the officer or employee is personally liable for the amount of the purchase. A purchase by credit card must otherwise comply with all statutes, rules, or Township policy applicable to Township purchases.
Credit card purchases should be used for purchases where the vendor does not and will not provide a customer account and billing process for the Township. Examples are operating supplies, small equipment, fuel for the operation of Township vehicles, and authorized travel and education.
The Township Board will authorize the opening, use, and distribution of credit cards. The Township will maintain a listing of credit card accounts, and a listing of personnel authorized to purchase with the respective credit cards. Department heads are responsible for the ongoing security and usage of credit cards. All credit cards will be kept in a secure location when not in use.
Purchases will comply with the Township’s purchasing policy. Claims presented for payment must be in writing and itemized.  Township department heads are responsible for reviewing the receipts and invoices and for providing them to the Township Clerk/Treasurer for prompt payment of each credit card statement. Failure to avoid credit card delinquency fees or finance charges will result in the discontinued use of the respective credit card account. If applicable, missing receipt affidavits must be signed by both the purchasing employee and department head with a complete explanation of the outlay and rationale for the missing receipt.

Adopted this 7th day of July, 2009 by the Rockford Township Board.

APPROVED:




ATTEST:

Dennis Beise
Rachelle L. McDougall
Board Chairperson



 Township Clerk/Treasurer
Rockford Township
Credit Card Issuance Form

Credit Card Issued to: ____________________________________________________

                             Title: ____________________________________________________
Credit Card Number:  ____________________________________________________
Expiration Date:  ________________________________________________________
I, the undersigned receiver, acknowledge receipt of the above-reference credit card and agree that it is to be used for Township business only. I agree to abide by established procedures regarding travel and other expenses and to submit an expense report with corresponding credit card receipts to the appropriate officer in a timely manner. I also agree to report any loss or theft of credit card immediately to the Township Clerk/Treasurer.

Date:  _______________________________

Delivered by:  _________________________Received by:  _______________________

Date Returned:  _______________________

Received by:  _________________________Returned by:  _______________________
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