REQUEST FOR COMMISSION ACTION
CITY OF INDEPENDENCE
September 26, 2019
Department

Finance

Director Approval

Lacey Lies

AGENDA ITEM Consider approving a resolution to adopt a formal credit card policy,
replacing Resolution No. 2012-18.
SUMMARY RECOMMENDATION City Staff recommends approving a resolution to
adopt the formal credit card policy as presented to the City Commission.
BACKGROUND The purpose of this policy is to define the City’s credit card procedures for
City departments and employees, and to ensure ethical, effective, and accountable practices are
used in conjunction with the procurement policy.
BUDGET IMPACT The adoption of this credit card policy will help facilitate ethical and
accountable credit card procedures and provide a framework to comply with spending authority
limits in the procurement policy.
SUGGESTED MOTION I move to approve a resolution to adopt the formal credit card
policy as provided to the Commission.
SUPPORTING DOCUMENTS
1. Resolution
2. Credit Card Policy
3. Resolution No. 2012-18

RESOLUTION NO. 2019-038
A RESOLUTION ESTABLISHING A CREDIT CARD POLICY FOR THE
CITY OF INDEPENDENCE, KANSAS
BE IT RESOLVED by the Governing Body of the City of Independence,
Kansas:
This resolution is establishing the
Credit Card Policy, as attached, for the City of Independence, Kansas.
Adopted by the Governing Body of the City of Independence, Kansas, on the __ day of
____, 2019.

___________________________________
LOUIS YSUSI, Mayor
ATTEST:
______________________________________
DAVID W. SCHWENKER, City Clerk

CITY OF INDEPENDENCE
CREDIT CARD POLICY
SECTION 1. GENERAL PROVISIONS
1.1

Purpose
This is an Administrative Policy. The purpose of the policy is to define credit card
procedures for city departments and employees.

1.2

Acquisition of Goods and Services
The acquisition of goods and services by or on behalf of the City of Independence,
its agencies, departments, officials and authorized agents, should be made in a
manner and method which provides for the prudent expenditure of City funds;
provides for maximum protection of the taxpayer; prevents waste, conflict, and
impropriety; provides for equal access and opportunity in an open and competitive
environment to all suppliers, with regard to factors related to quality, cost and
availability of the goods and services; and which complies with all applicable
federal, state and local laws, rules and regulations.

1.3

Familiarity with Policy
All personnel of the City responsible for purchases shall become familiar with and
follow the City’s policies and procedures as they relate to credit card usage.
Supervisors shall be cognizant of their respective budget limitations and initiate
purchases accordingly.

1.4

Application
This policy applies to all purchase transactions entered into by the City. It shall
apply to every expenditure of public funds for supplies and materials by a public
department for public purchasing irrespective of the source of the funds. If City
staff or resources are used in any manner, this policy shall apply.

1.5

Public Access to Purchasing Information
Purchasing information shall be a public record to the extent provided by state
statute and shall be available to the public as provided in such statute.
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SECTION 1. PURCHASING AUTHORITY AND LIMITS
2.1

Credit Card Authority and Approval Table
Only those who are authorized by the City Manager to use the credit card and have
signed the Credit Card User Agreement, Exhibit A, may use the credit card.
The following table shows who has the authority to make purchases for their
department or division.
Amount of
Purchase

$1 - $1,500

Authorization for
Purchase
Employees with
Department
Superintendent or
Department Head
authorization

$1,501 - $15,000 Department Head or
his/her designee

Purchase
Methods
Credit Card,
Check

$25,001 or more

Department Head
City Manager

Department Head
City Manager

2.2

Department
Superintendent or
Department Head
Finance Department

Credit Card, ACH,
Check
Purchase Order
Required

$15,001 –
$25,000

Authority for
Payment

Department Head
Finance Department

Credit Card, ACH,
Check

City Manager

Purchase Order
Required

Department Head

Finance Department

Credit Card, ACH,
Check

Governing Body

Purchase Order
Required

Finance Department

City Manager
Department Head

Purchases of less than $1,500
Purchases up to $1,500 can be made by employees with approval by the
department superintendent or department head on credit. Nepotism should be
avoided.

2.3

Purchases of $1,501 to $15,000
Purchases of at least $1,501 but less than $15,000 may be made by the
department head or his/her designee. These purchases may be paid by credit with
prior approval by the Finance Director.
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2.4

Purchases of $15,001 to $25,000
Purchases of at least $15,001 but less than $25,000 may be made by the
department head or his/her designee on credit with prior approval by the Finance
Director and City Manager.

2.5

Purchases of $25,001 or more
Purchases of at least $25,001 or more may be paid by credit if allowed by the
vendor after awarded.

SECTION 4. DOCUMENTATION
3.1

Receipts
All authorized users of the credit card shall submit documentation detailing the
goods or services to be purchased, the cost of the goods or services, the date of
the purchase and the official business for which it was purchased.

3.2

Approval
All invoices and receipts must be submitted to the Department Head and Finance
Director for review and approval prior to payment.

3.3

Tracking
A current list of all credit cards and authorized users shall be kept on file.
Department heads shall keep a tracking sheet detailing date, time, vendor,
amount, and receipt confirmation for each transaction made by an employee or
designee.

SECTION 5. UNAUTHORIZED PURCHASES
4.1

General
Any employee who makes unauthorized purchases or carelessly uses the credit
card may be liable to the City for the total dollar amount of such purchases, plus
any administrative fees charged by the bank or card company, in connection with
the misuse and may be subject to dismissal and appropriate criminal and/or civil
action. The credit card shall not be used for the following:
a. Personal purchases
b. Cash advances
c. Alcoholic beverages
d. Purchases of in-room movies during hotel/motel stay while on City business
Any purchase that falls within the above listed categories deemed inappropriate
for purpose of City business shall be reviewed by the City Manager for final
determination. Any purchases deemed unauthorized shall be paid back to the City.
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SECTION 6. DISPUTES
5.1

General
Disputed items are purchases that for various reasons need to be reconsidered for
final payment. Disputes need to be initiated within sixty (60) days, or earlier, of the
bill date that the transaction first appeared. Some examples of disputed items are:
a. An unauthorized transaction made on the card
b. An unrecognized transaction appearing on the statement
c. A discrepancy of the dollar amount appearing on the statement from what
the receipt indicates
d. A purchased item that has not been received
e. A purchased item that was damaged when received
If there is a disputed item, the Department Head or designee shall contact the
merchant to resolve the disputed purchase. If this cannot be resolved, the
Department Head or designee shall notify the Finance Director and City Manager.

SECTION 7. RESPONSIBILITY
6.1

General
It is the authorized card user’s responsibility to safeguard the credit card. The
employee shall not allow anyone to use the credit card on their behalf. The user of
the card is responsible for its protection and custody and shall immediately notify
the City Manager and Finance Director if the credit card is lost or stolen.

SECTION 8. ETHICS
7.1

Ethical Standards
All City employees authorized to conduct purchasing activities on behalf of the City
shall adhere to the highest degree of ethical standards, including the avoidance of
nepotism. No employee shall engage in or permit any illegal or improper
purchasing practice. Further, any employee having knowledge of any questionable
practice shall immediately report this knowledge to their respective Department
Head or the City Manager. Engaging in or permitting unethical or illegal conduct
constitutes grounds for disciplinary action in accordance with the City’s disciplinary
policies.

SECTION 9. RESPONSIBILITY FOR ENFORCEMENT
8.1

General
The City Manager will have the responsibility for the enforcement of this
administrative policy. Department Heads will be entrusted with the responsibility
of enforcing the policy within their departments.
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CITY OF INDEPENDENCE
CREDIT CARD POLICY
EXHIBIT A
CREDIT CARD USER AGREEMENT
Requirements for use of the City credit card(s):
1. The credit card is to be used only to make purchases for the legitimate business
of the City of Independence, Kansas.
2. The credit card must be used in accordance with the provisions of the Credit
Card Policy established by the City of Independence, Kansas.
Violation of these requirements may result in disciplinary measures up to and
including dismissal, appropriate criminal and/or civil action. Users are liable for the
payment of unauthorized purchases and shall reimbursed the City for any
unauthorized charges.

I have read and understand the City of Independence, Kansas Credit Card Policy
and I agree to adhere to them.

____________________
Name
____________________
Signature
____________________
Date
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RESOLUTION

NO. 2012- 18

CREDIT CARD POLICY AND PROCEDURES

BE IT RESOLVED by the governing body of the City of Independence:

1.

The City Manager is to be responsible for the City of Independence,
Kansas ( City) credit card.

2.

Only those who are authorized by the City Manager to use the credit card
and have signed the Credit Card User Agreement may use the credit card.

Credit card shall only be used for on- line purchases or travel, that can' t be
obtained by normal means, for the official business of the City.
3.

All authorized users of the Credit Card shall submit documentation

detailing the goods or services to be purchased, the cost of the goods or
services, the date of the purchase and the official business for which it
was

4.

purchased.

The credit card shall not be used for the following:
a.

Personal purchases or for personal identification.

b.

Cash advances.

c.

d.

Telephone calls or monthly services.
Alcoholic beverages.

e.

Purchase of in- room movies during hotel/ motel stay while on City
business.

Any purchase that falls in the above listed categories deemed
inappropriate for purpose of City business shall be reviewed by the City
Manager for final determination.
5.

The user of the card is responsible for its protection and custody and shall

immediately notify the City Manager if the credit card is lost or stolen.
6.

A current list of all credit cards and authorized users shall be kept on file.

7.

The City Manager and the Director of Finance/ City Clerk shall review and
approve

all

invoices

and receipts

received

for

payment.

RECEIPTS ARE

REQUIRED FOR ANY EXPENSE.
8.

Any employee who makes unauthorized purchases or carelessly uses the
credit card may be liable to the City for the total dollar amount of such
purchases, plus any administrative fees charged by the bank or card

company, in connection with the misuse and may be subject to dismissal
and appropriate criminal and/ or civil action.
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RESOLUTION NO. 2012- 18

9.

Users of the credit card are expected to obtain the best prices available.
Purchase of an item at above market prices where the vendor gives the

employee any form of gift, bonus, or premium whether in the form of cash
or merchandise is considered a kickback, is illegal, and may result in
of employment and prosecution.
The City strictly forbids
anything in exchange for making a purchase.

termination

10. Employee to make sure telephone and catalog orders include appropriate
shipping

addresses.

11. Make sure merchants are aware of the sales tax exemption

status of the

City.
12. It is the

employee' s

responsibility to

safeguard

the

credit

card.

The

employee will not allow anyone to use the credit card other than the
employee.

13. Disputed items are purchases that for various reasons need to be
for final

reconsidered

Some examples of disputed items are-

payment.

An unauthorized transaction made on the card,

An unrecognized transaction appearing on the statement;

A discrepancy of the dollar amount appearing on the
statement from what your receipt indicates;
A purchased item that has not been received;
A purchased item that was damaged when received.

If there is a disputed item, the employee making the purchase should
contact

the

merchant to

resolve

the disputed

purchase.

If this cannot be

resolved the employee shall notify the City Manager.

Disputes need to be initiated within sixty (60) days, or earlier, of the bill
date that the transaction

first

appeared.

The earlier disputes are initiated,

the quicker they will be resolved.
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RESOLUTION NO. 2012- 18

CITY OF INDEPENDENCE, KANSAS
Credit Card User Agreement

Requirements for use of credit card:
1.

The credit card is to be used only to make purchases for the legitimate
business of the City of Independence, Kansas.

2.

The credit card must be used in accordance with the provisions of the

Credit Card Policy and Procedures established by the City of
Independence, Kansas.

Violation of these requirements may result in disciplinary measures up to and
including dismissal, appropriate criminal and/ or civil action.

I have read and understand the City of Independence, Kansas Credit Card
Policy and Procedures and I agree to adhere to them.

Signature

Date
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