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Walla Walla County Rural Library District Board of Trustees CREDIT CARD POLICY Resolution 2013-1 WHEREAS, Washington State Legislative Finding 1995 c 30 § 1 states: "The legislature finds that (1) the use of credit cards is a customary and economical business practice to improve cash management, reduce costs, and increase efficiency; and (2) local governments should consider and use credit cards when appropriate.", and WHEREAS, RCW 43.09.2855 states that Local governments, including counties, cities, towns, special purpose districts, municipal and quasi-municipal corporations, and political subdivisions, are authorized to use credit cards for official government purchases and acquisitions; and WHEREAS, the Walla Walla County Rural Library District is a special purpose district that uses credit cards to conduct official business; and WHEREAS, RCW 43.09.2855 requires said legislative body to adopt a system for (a) The distribution of the credit cards; (b) The authorization and control of the use of credit card funds; (c) The credit limits available on the credit cards; (d) Payment of the bills; and (e) Any other rule necessary to implement or administer the system under this section NOW, THEREFORE, BE IT RESOLVED THAT the following Guidelines be established: 1. It shall be the policy of the Board of Trustees of the Walla Walla County Rural Library District that bank issued credit cards may be utilized, in accordance with RCW 43.09.2855 and RCW 42.24.115, for the purpose of transacting business in an efficient, effective and timely manner for the Library System and vendors serving the System; and 2. The Library Director is authorized to direct the establishment of credit card accounts and to designate users/signers for such cards and accounts; and to develop and implement guidelines, procedures and regulations for the use of such credit cards and credit card accounts by designated employees. 3. These guidelines, procedures and regulations shall comply with state law, cited above, and shall follow the established requisition, acquisition and purchasing policies of the Library System; 4. Usage shall reflect limited scope and clear, tight controls. 5. Library District employees issued credit cards may use them for official District purchases and acquisitions when authorized by the Director or Board of Trustees and only when an open charge account is not available. 6. The credit limit on main district credit card will be set at $15,000, with additional cards issued with a limit of $1,500 per card, with total credit card limit not to exceed $20,000 without Board reauthorization. 7. Credit cards may be used for the following purchases and with the cited restrictions: • Fuel, supplies and equipment - only if purchase cannot be made through an open charge account.



• • • •



Charges for supplies and equipment not to exceed $150.00 per item without the approval of the Director; receipts must be obtained for each credit card transaction. Meal receipts must note who ate and the purpose of the meeting. Registrations, travel and/or training expenses Other items specifically authorized by the Director or Board of Trustees



8. The following are not authorized credit card purchases or uses: • Cash advances of any kind • Payment of invoices or statements • Unplanned purchases made without approval of the Director or Board of Trustees • Personal employee purchases of any kind 9. The following payment procedures shall be followed: • Any bank issued credit card opened by the Director, and issued to an employee, shall be required to be paid in full each month through the voucher process. • Authorized Employees shall be responsible for maintaining receipts for approved Credit Card purchases and for submitting same to the Office Manager on a monthly basis. • The Board will authorize for payment all properly coded and submitted charges on a monthly basis through the voucher process. 10. The following procedures apply to unauthorized charges • Any charges against the purchasing charge card not properly identified on the credit card report or not properly allowed following a post audit shall be paid by the employee by check, U.S. currency, or salary deduction. • If, for any reason, disallowed charges are not repaid before the charge card billing is due and payable, the District shall have a prior lien against and a right to withhold any and all funds payable or to become payable to the official or employee up to an amount of the disallowed charges and interest at the same rate as charged by the issuing bank of the charge card. 11. The following controls apply to noncompliance: • Any official or employee who has been issued a charge card shall not use the card if any disallowed charges are outstanding and shall surrender the card upon demand of the auditing officer (RCW 42.24.115.) • The Board of Trustees and Director shall have unlimited authority to revoke use of any charge card issued, and, upon such revocation order being delivered to the charge card company, shall not be liable for any costs. • Misuse of an issued credit card may result in disciplinary action or termination or legal action ADOPTED this __11___day of ___March_____, 2013



_____________________________________ Carol Peterson, Chair
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