BOROUGH OF TARENTUM

318 E. SECOND
AVENUE TARENTUM,
PENNSYLVANIA 15084

Borough Policy: Credit Card Use

Policy Statement:

The purpose of this policy is to establish guidelines for the appropriate use of borough-issued credit cards to ensure
that they are used responsibly and only for official borough business.

1. Applicability
This policy applies to all employees, officials, and any authorized users of borough credit cards.

2. Issuance and Authorization
Borough credit cards will be issued only to employees or officials whose job responsibilities require
purchasing goods, services, or making payments on behalf of the borough.

The Borough Manager is responsible for authorizing the issuance of credit cards and approving credit
limits in consultation with the Finance Department.

3. Permissible Use
Borough credit cards may only be used for:
» Purchasing goods or services for borough business.
= Travel expenses incurred while performing borough duties.
=  Emergency purchases approved by the Borough Manager or designee.
= All purchases must align with the borough's approved budget and procurement policies.

4. Prohibited Use
The following uses are strictly prohibited:
= Personal expenses of any kind.
= Cash advances or withdrawals.
= Purchases that exceed approved spending limits.
= Splitting transactions to circumvent single purchase limits.
= Purchases from vendors that conflict with borough ethics or procurement policies.

5. Spending Limits
Each credit card will have a pre-set spending limit based on the user’s role and operational needs.
Any exceptions to the limit must be pre-approved in writing by the Borough Manager or Council, as
applicable.

6. Recordkeeping and Documentation
Receipts and detailed documentation must be provided for each transaction. Documentation must include:
= Date of purchase.
= Description of goods/services purchased.
= Purpose of the expense.

Cardholders must submit all receipts and a monthly expense report to the Finance Department for review and
reconciliation.
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7.

Review and Reconciliation

The Finance Department will review all transactions for compliance with this policy. Cardholders are
responsible for resolving any discrepancies in a timely manner. Failure to provide adequate documentation
or resolve discrepancies may result in disciplinary action.

8. Security and Cardholder Responsibilities
Cardholders are responsible for safeguarding the credit card and its information.
Lost or stolen credit cards must be reported immediately to the issuing bank and the Borough Manager.
Unauthorized use of a borough credit card will result in disciplinary action, up to and including
termination, repayment of unauthorized charges, and possible legal action.
9. Violations and Consequences
Any misuse or violation of this policy will be investigated by the Borough Manager or designee.
Consequences may include:
= Revocation of credit card privileges.
= Restitution of funds for unauthorized purchases.
= Disciplinary action in accordance with borough policies.
10. Oversight and Auditing
The Borough Manager and Finance Department will ensure periodic audits of borough credit card usage.
Any irregularities identified during audits will be reported to the Borough Council for review.
11. Policy Review
This policy will be reviewed periodically to ensure compliance with borough goals, legal requirements, and
best practices.
12. Acknowledgment
All cardholders must sign an acknowledgment form indicating that they have read, understand, and agree
to abide by the terms of this policy before being issued a borough credit card.
Approval:
EFFECTIVE: Immediately APPROVAL:
DATE: 12/10/2024 Dwight Boddorf, Borough Manager
LAST REVISED:

COUNCIL APPROVAL DATE: 12/10/2024

APPROVAL:

Scott Dadowski, Council President
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