HOPKINTON FIRE DISTRICT
DEBIT/CREDIT POLICY


1. PURPOSE	

To establish criteria for the use of debit/credit cards made to vendor accounts by employees/officials of the Hopkinton Fire District for the purpose of conducting district business.

2. OVERVIEW

The use of debit/credit has proven to be a cost effective method of obtaining products and services for the fire District.  The use of debit/credit also makes the town more accountable by providing detailed purchase histories and other important record keeping and time saving information.  Some travel and training costs may also be handled best through debit/credit card process.

3. PROCURE

For the process to operate efficiently, a timely response to each of the elements of the procedure is required from those concerned.  Failure to do so will create problems for the Treasurer and Chairman in preparing the monthly abstract.

A. Issuance of Debit and Credit Cards

1. The following positions are authorized to hold a debit/credit card:
a. Chairman of the Commissioners
b. Treasurer of the Commissioners
2. The debit/credit card will be issued in the name of the employee, in case of the Hopkinton Fire District.

B. Use of the Cards

1. All issued cards will be the responsibility of the designated card holder.
2. Cards may be used for the purchase of necessary items for district business.  Detailed receipts associated with the card will be turned into the Treasurer within seven (7) days of the purchase, along with the details of the charges.  In the event that a computer receipt is generated, the person using the card must sign the receipt before it is given to the Treasurer.  All bills will be approved for payment by the Board of Fire Commissioners through the audit process at each board meeting.
3. The use of a town debit/credit card to acquire or purchase goods and services for other than official use of the district is fraudulent use and may subject the person to disciplinary action.

C. Credit holder Record Keeping
1. Whenever a credit purchase is made, documentation shall be obtained as proof of purchase.  Such documentation will be used to verify the purchases listed on the monthly statement of account.  This includes all purchases made over the counter, internet, telephone or via mail.
2. Receipts must list the quantity and fully describe the item.  An invoice for any meal will include an itemized list of items purchased.
3. When an item is returned, the vendor shall issue a credit, which should appear on a subsequent statement.  Under no circumstances should the credit holder accept cash in lieu of a credit to the account.  All credit documentations (including shipping) shall be turned into the Treasurer for reconciliation.


D. Review of Monthly Statements/Payments
1. Credit card statements are to be mailed to Hopkinton Fire District, 2876 State Highway 11B, Hopkinton, NY  12965.
2. The original sales documents (packing slip, invoice, cash register tape, credit card slips, etc) for all items listed on the monthly statement will be attached to the bill.
3. The Credit Card holder will review the reconciled statement and sign.
4. The Treasurer will prepare a voucher, charge the proper account and process statement for payment.

E. Credit Holder Security
1. It is the Credit holder’s responsibility to safeguard credit card and account numbers to the same degree that a credit holder safeguards his/her personal credit information.  A violation of this trust will result in that credit holder having his/her credit withdrawn.
2. If the credit card is lost or stolen, the cardholder shall immediately notify the credit card company, the Treasurer and the Board of Fire Commissioners.
3. Prior to separation from the positon, the credit holder shall surrender the credit card and current credit card proofs of purchase to the Chairman.  
4. In the event an employee uses credit in violation of this policy, the district may commence an action to recover any losses, damages, and/or expenses.  The employee shall be liable to the town for any such losses, damages, and/or expenses, but not limited to reasonable attorney fees.

