TOWN OF WINDSOR, COUNTY OF BROOME, STATE OF NEW YORK
Adopting a Credit Card Use Policy for Town Employees and Officials
RESOLUTION #51-2024

PRESENT:  Supervisor Mark Odell
Deputy Supervisor Daniel Colwell
Councilman Gary M. Hupman
Councilman Timothy Harting
Councilman Daniel R. Price

At a regular meeting of the Town of Windsor Town Board, held at the Town Hall on the 6™ day of
November 2024, the following resolution was

Offered By:
Second By:

WHEREAS, the Town Board of the Town of Windsor recognizes the importance of
establishing guidelines, controls and oversight for the expenditure of Town monies; and

WHEREAS, the Town Board has reviewed the proposed Credit Card Use Policy and finds
it to be in the best interest of the Town;

IT IS HEREBY RESOLVED that the Town Board of the Town of Windsor hereby
adopts the "Town of Windsor Credit Card Use Policy for Town Employees and Officials' as set
forth, establishing guidelines, controls, and oversight for the authorized use of Town credit cards;
and

BE IT FURTHER RESOLVED, that said policy take effect immediately.

CERTIFICATION
I, Elizabeth Pfister, do hereby certify that I am the Town Clerk of the Town of Windsor and that
the foregoing constitutes a true, correct and complete copy of a resolution duly adopted by the
Town Board of the Town of Windsor at a meeting thereof held on November 6, 2024. Said
resolution was adopted by the following vote:

Supervisor Mark Odell Voted -
Deputy Supervisor Daniel Colwell Voted —
Councilman Gary Hupman Voted -
Councilman Timothy Harting Voted -
Councilman Daniel R. Price Voted —
Motion
Resolution Adopted:

Elizabeth Pfister, Town Clerk
Town of Windsor



TOWN OF WINDSOR CREDIT CARD USE POLICY FOR TOWN EMPLOYEES
AND OFFICIALS

I. PURPOSE AND POLICY OVERVIEW

To provide guidelines, internal controls, and oversight for the authorized use of Town of
Windsor credit cards by employees and officials, ensuring compliance with procurement and
financial policies as well as all applicable laws. Using a Town Credit Card can simplify
purchasing and is sometimes required for obtaining specific goods or services. Town Credit
Cards may only be opened and used with Town Board approval and must align with the Town’s
procurement and financial policies. Credit Cards should be used only when purchases cannot be
completed through standard vendor invoicing or if immediate payment provides a clear benefit to
the Town.

II. PROCEDURES
A. Applying and Issuing Town Credit Cards

1. Town Board approval is required to apply for a Town Credit Card or to request a credit
limit increase on an existing card.

2. The Town may maintain only one credit card account with each authorized bank.

3. Credit Cards are issued primarily to Department Heads as approved by the Town Board,
with each card issued in the name of the designated individual authorized to use the card.

4. Any agreement for a Town Credit Card must comply with Town Law §118 certification
requirements.

5. All cardholders shall receive a copy of this policy, acknowledge their understanding, and
complete training regarding their specific obligations pursuant to this policy.

6. Card limits are set by the Town Board and adjusted only with prior Board approval
following resolution of the Town Board. When evaluating the need for a credit limit
increase, the Town Board shall evaluate the need, proposed new limit and expected types
of purchases.

B. Credit Card Use

1. All credit card transactions must align with the Town’s procurement policy and be
necessary and beneficial to the Town. Unauthorized purchases may result in revocation
of the credit card.

2. Purchases should be limited to those that cannot be made through standard vendor
invoicing or are needed to facilitate timely acquisition of essential goods or services for
the Town.

3. For higher-value purchases, cardholders must follow the competitive pricing guidelines
in the Town’s Procurement Policy, including obtaining multiple quotes or using pre-
approved vendors whenever feasible.



Cardholders must ensure that purchases do not violate Town policies, such as those on
alcohol, entertainment, or personal expenses.

In emergencies where an immediate purchase is needed to prevent safety risks, property
damage, or service disruption, cardholders may use the credit card if the purchase is
deemed necessary and beneficial to the Town.

Emergency purchases require itemized receipts and supporting documentation
demonstrating necessity and benefit to the Town. The Town Board will review the
purchase at its next meeting to ensure policy compliance.

Cardholders must submit itemized receipts and supporting documentation for each
purchase, clearly indicating the purpose and business justification. Purchases should
demonstrate a clear benefit to the Town. Cardholders are responsible for assisting the
Town Board or its designated reviewer in the reconciliation of monthly credit card
statements by matching each transaction with its corresponding receipt and
documentation. Any discrepancies shall be reported to the Town Board or designee
immediately.

The credit card is strictly for Town-related business expenses. All use must follow
applicable laws, regulations and NYS Comptroller guidance.

D. Unauthorized Use and Disciplinary Action

1.

The following uses are prohibited: personal expenses, cash advances or cash back,
purchases exceeding card limits, alcohol or entertainment.

Any unauthorized purchase is the responsibility of the cardholder, who may face
disciplinary action and be liable for charges.

Employees who fail to follow required record-keeping, reporting, or other procedural
guidelines may face disciplinary actions, which can include written warnings, suspension
of credit card privileges, or termination, depending on the severity of the violation.

Employees who use the Town credit card for personal or unauthorized purchases may be
subject to disciplinary measures, including repayment of charges, plus any administrative
fees charged in connection with the misuse, suspension or revocation of credit card
privileges, and suspension or termination of employment. Severe misuse may also lead to
criminal prosecution if deemed necessary by the Town Board.

Elected officials who hold a Town credit card are expected to adhere to the same policies
regarding authorized use, documentation, and procurement as other cardholders.
However, as elected officials cannot be disciplined by the Town in the same manner as
employees, the Town’s primary recourse for non-compliance will be the revocation or
suspension of credit card privileges, and action to compel repayment of charges and
administrative fees.

In cases of misuse or failure to follow policy by an elected official, the Town Board will



address the issue through public review. Instances of non-compliance will be documented
in Board meeting minutes, and the official may be required to reimburse the Town for
any unapproved charges. Severe misuse or a failure to reimburse the Town for any
charges or costs to the Town made in violation of this policy may also lead to criminal
prosecution.

If an elected official fails to adhere to this policy, the Town Board may revoke or suspend
their credit card privileges by majority vote, ensuring accountability while respecting the
official’s elected status.

All instances of non-compliance or misuse, including disciplinary actions taken, will be
documented by the Town Board to ensure transparency and accountability.

E. Audit and Review

1.

All receipts must be itemized and reconciled with credit card statements.

2. Each purchase must include documentation of purpose unless the purpose is readily
apparent. Users must be able to provide documentation to clarify the purpose if
requested.

3. The Town Board will audit all credit card purchases monthly, confirming compliance
with procurement policy.

4. Discrepancies must be resolved immediately by the cardholder.

F. Security

1. Cardholders must report lost or stolen cards immediately; failure to do so may result in
disciplinary action.

2. The Town Board or its designee will periodically review card activity.

3. The Town Board will maintain a master list of all issued cards and update it annually.

4. Cards must be securely stored when not in use.

G. Separation from Employment or Office

Before leaving employment or office, a cardholder must return their Town Credit Card, which
will be immediately deactivated.

EMPLOYEE ACKNOWLEDGMENT FORM

I acknowledge receipt of the Town Credit Card Use Policy, adopted on November 6, 2024. I
agree to comply with this policy and understand that any questions should be directed to the
Confidential Secretary to the Supervisor.

Name of Employee/Official (Please Print):

Employee/Official Signature: Date:
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