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TOWN OF KILLINGTON
CREDIT CARD POLICY AND PROCEDURE

PURPOSE: Credit cards provide aconvenient and time effective method of obtaining goods
and services for the Town. However, by their nature credit cards provided an opportunity for
unauthorized purchases and fraudulent activity. The purpose of this policy is to establish criteria
for the proper use of credit cards when conducting Town business.

CARD HOLDERS AND LIMITS:

a) Cards will be issued in the names of the Town Manager, Recreation Director, Golf
General Manager, Library Director, Killington Police Chief and Killington Fire Chief .
There will also be a card issued in the name of “Town of Killington Office Card” for use
by other Town Employees. Additional card holders may be added by the Town Manager
upon approval of the Select Board.

b) Limits for each card shall be established by the Town Manager and approved by the
Select Board.

POLICY:

a) Only authorized, full-time employees of the Town of Killington may use the Town’s
credit card.

b) The Town credit card may be used only for the purchase of goods or services for official
business of the Town of Killington.

¢) Each named card holder above will have a log, and when a card is to be used by an
employee other than the named card holder, the employee being issued the temporary
custody of the card will sign the log attesting to their receipt of the card and
acknowledging having read and understood this policy. The log will again be signed
when the card is returned and the documentation submitted.

d) The “Town of Killington Office Card” will be kept in a locked drawer in the
Bookkeeper/Treasurer’s cabinet.

e) Credit cards may not be used for personal purchases, cash advances, or purchases that
exceed the card holder’s authorized purchase limit.

f) A cardholder or other authorized employee given temporary custody and use of the Town
credit card who makes unauthorized purchases or advances will be liable for the amount
of such purchases or advances, plus any administrative fees charged by the bank in
connection with its misuse.

PROCEDURE:

2) The employee using the credit card must submit copies of receipts and a Credit Card
Purchase Report form detailing the goods or services purchased, cost, date of purchase,
related official business and chart of accounts number against which the expense should
be recorded.



h) By the 20™ of each month, credit card holders will submit the credit card bill to the
Accounts Payable Department (AP), together with the Credit Card Purchase Report
form(s) and copies of receipts for all purchases.

i) Each card holder is responsible for submitting the monthly bill for payment to AP by the
20™ of each month to help ensure the credit card bill is paid within the period allowed by
the bank and the Town avoids interest and late fee charges. If the credit card bill, along
with all required documentation and receipts, is not submitted to AP as outlined above
and late fees or other penalties are incurred, the card holder may be accountable for any
bank fees and/or may be required to surrender the credit card. AP will report any late
fees to the Town Manager who will take appropriate action to assign any bank fees,
including interest, and/or to suspend or rescind credit card privileges.

SECURITY: Authorized credit card users are responsible for the card’s protection and custody
and shall immediately notify the Treasurer if the credit card is lost or stolen.

SEPARATION: Prior to separation from the Town, the card holder will surrender the credit
card to the Treasurer. The Town reserves the right to withhold final payroll checks until the card
is surrendered and all outstanding charges have been reviewed, approved and paid in full.

See Appendix A for current card holders and limits.

Dated this \Zm day of jU'L\}j ,2024

Killington Board

Chris Karr



Appendix A:

Current Card Holders as of August 29, 2024

Credit
Name Title Limit
Town of Killington Office Card $10,000
TBD Town Manager $ 4,000
Emily Hudson Parks & Recreation Director $ 3,000
David Bowyer Golf General Manager $ 2,000
Jane Napier Ramos Library Director $ 3,000
TBD Killington Fire Department Chief $ 2,000
Robert W. Montgomery | Killington Police Department $ 1,000

Received for Record at Kilington, VT
On 07/08/2024 At 9:34:44 am
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TOWN OF KILLINGTON
CREDIT CARD POLICY AND PROCEDURE

PURPOSE: Credit cards provide a convenient and time effective method of obtaining goods
and services for the Town. However, by their nature credit cards provided an opportunity for
unauthorized purchases and fraudulent activity. The purpose of this policy is to establish criteria
for the proper use of credit cards when conducting Town business.

CARD HOLDERS AND LIMITS:

2)

b)

Cards will be issued in the names of the Town Manager, Recreation Director, Golf
General Manager, Library Director, and President of the Killington Volunteer Fire
Department. There will also be a card issued in the name of “Town of Killington Office
Card” for use by other Town Employees. Additional card holders may be added by the
Town Manager upon approval of the Select Board.

Limits for each card shall be established by the Town Manager and approved by the

Select Board.

POLICY:

2)
b)

c)

d)

Only authorized, full-time employees of the Town of Killington may use the Town’s
credit card.

The Town credit card may be used only for the purchase of goods or services for official
business of the Town of Killington.

Each named card holder above will have a log, and when a card is to be used by an
employee other than the named card holder, the employee being issued the temporary
custody of the card will sign the log attesting to their receipt of the card and
acknowledging having read and understood this policy. The log will again be signed
when the card is returned and the documentation submitted.

The “Town of Killington Office Card” will be kept in a locked drawer in the
Bookkeeper/Treasurer’s cabinet.

Credit cards may not be used for personal purchases, cash advances, or purchases that
exceed the card holder’s authorized purchase limit.

A cardholder or other authorized employee given temporary custody and use of the Town
credit card who makes unauthorized purchases or advances will be liable for the amount
of such purchases or advances, plus any administrative fees charged by the bank in
connection with its misuse.

PROCEDURE:

g) The employee using the credit card must submit copies of receipts and a Credit Card

Purchase Report form detailing the goods or services purchased, cost, date of purchase,
related official business and chart of accounts number against which the expense should

be recorded.



h) By the 20™ of each month, credit card holders will submit the credit card bill to the
Treasurer, together with the Credit Card Purchase Report form(s) and copies of receipts
for all purchases.

i) Each card holder is responsible for submitting the monthly bill for payment to the
Treasurer by the 20" of each month to help ensure the credit card bill is paid within the
period allowed by the bank and the Town avoids interest and late fee charges. If the
credit card bill, along with all required documentation and receipts, is not submitted to
the Treasurer as outlined above and late fees or other penalties are incurred, the card
holder may be accountable for any bank fees and/or may be required to surrender the
credit card. The Treasurer will report any late fees to the Town Manager who will take
appropriate action fo assign any bank fees, including interest, and/or to suspend or
rescind credit card privileges.

SECURITY: Authorized credit card users are responsible for the card’s protection and custody
and shall immediately notify the Treasurer if the credit card is lost or stolen.

SEPARATION: Prior to separation from the Town, the card holder will surrender the credit
card to the Treasurer. The Town reserves the right to withhold final payroll checks until the card
is surrendered and all outstanding charges have been reviewed, approved and paid in full.

See Appendix A for current card holders and limits.

Dated this_/ {, day of v’/%[u% ,2017

Killington Select Board

mﬂ/ %ﬁﬂﬂ%)

Patty McGrath, Chair *

Ken Lee

Received for Record at Killngton, VT
On 05/16/2017 At 3.27:36 pm
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