
1) Purpose 

Town of Ayer 
Credit Card Use Policy 

To establish the Policy and Procedures for the use of Town credit cards by department heads or 
their designee. These procedures are intended to accomplish the following: 

• To ensure that procurement with credit cards is accomplished pursuant to the policy and 

procedures established by the Board of Selectmen 

• To enhance productivity, significantly reduce papetwork, improve internal controls and 

reduce the overall cost associated with approved purchases as listed below 

• To ensure appropriate internal controls are established within each department procuring 

with credit cards so that they are used for authorized purposes only 

• To ensure that the Town bears no legal liability from inappropriate use of credit cards 

2) Scope 

The Town Administrator will make all decisions regarding the issuance of individual cards and 
the establishment of any and all additional controls of their use. The limit on each card shall be 
$2,000.00. 

3) Policy 

A. The Town credit card is only to be used in the following situations: 

• E1nergencies that are of a public safety nature 

• Only if a purchase order cannot be issued or cannot be paid through the normal accounts 

payable warrant process 

• Charges for supplies and equipment shall not exceed $500 per item without approval from 

the 'l'o\vn Administrator 

• Conference/Training Registration 

• Other items specifically authorized by the Town Administrator 

B. The credit card will not be used for personal purchases of any kind. Use of credit cards for 

personal purchases or expenses with the intention of reimbursing the Town is prohibited 

and will result in disciplinary action. 
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C. Splitting of charges to avoid the $500 transaction limit (without approval of Town 

Administrator) set for the credit card is prohibited. 

D. Department heads are required to authorize payment of the charge on their receipt. This 

includes charges made hy any designated individual. 

E. No cash advances (ATM, traveler's checks, money orders, etc.) are allowed using the credit 

card. 

F. The credit card is not to be used to pay invoices or statements of any kind. 

G. All purchases made with credit cards shall be paid for within the grace period so that no 

interest charges or penalties will accrue. 

H. Any incentive program benefits derived by the use of Town credit cards will be the property 

of the town. The Town Administrator will determine the use of such incentive program 

benefits. 

I. All cardholders shall take all measures necessaq to ensure the security of the credit card and 

the card number. Cardholders shall not give their card or their card number to others to use 

on their behalf. 

J. Lack of proper documentation or authorizations will resnlt in loss of credit card privileges 

and/ or personal liability. 

K. Misuse of a Town credit card by an authorized employee may result in loss of the credit card 

and/ or disciplinary action against the employee, up to and including termination of 

employment. 

L. The cardholder will provide all information required by the financial institution issuing the 

card in order to receive a Town credit card, including social security info11:nation as required 

by the Federal Patriot Act. 

M. When using the credit card, the Town employee must ensure that the goods or services to be 

purchased are budgeted and allowable expenditures. All unauthorized expenses will not be 

paid by the Town of Ayer. The Town reserves the right to collect payment for unauthorized 

expenditures from the employee. 
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N. The employee is responsible for managing any returns or exchanges and ensnring that 

proper credit is received for returned merchandise. The cardholder will review the next 

statement to ensnre that the return was properly credited. 

0. The credit card is not to be used for personal pnrchases with tbe intent of reimbursement 

afterwards. Random audits may be conducted for credit card activity and receipt retention 

as well as other internal accounting controls. 

P. It is the responsibility of the employee to immediately notify the Town Administrator or his 

designee of any lost or stolen credit card. 

Q. The Town of Ayer is a municipal government exempt from sales tax. Sales tax shall not be 

included with the cost of any purchase. Please be snre to have a copy of the Town's tax 

exempt certificate with you when making a pnrcbase (See Appendix A). Sales tax costs 

cannot be paid with Town funds. The individual making the purchase may be 
personally responsible for payment of sales tax. 

4) Procedure 

A. Employees who need to use the credit card account must ask first for permission from the 

Town Administrator or his designee to be placed on the official list of authorized users. 

B. Employees must sign out the credit card for use (See Appendix B) and maintain physical 

possession of the card at all times. All users must follow secnre practices for online credit 

card use as determined by the IT Director. 

C. The Town of Ayer will be billed monthly on one statement, which will go to the Town 

Accountant. Itemized receipts must be obtained by the cardholder and turned in to the 

Town Accountant (either via email scanned PDF or a hard copy) within one week of 

pnrchase date. It is incumbent upon each department head to submit invoices to the 

Accounting Department promptly so as to avoid interest fees and late charges. If receipts 

are submitted late causing finance charges, the responsible party may have the credit card use 

revoked. 

D. The Town Accountant shall verify that goods and/ or services purchased with the credit card 

have been received by the Town prior to authorizing payment. 

E. The credit card will be reconciled monthly by the Town Administrator/ Accounting Office 

for unauthorized charges and otl1er discrepancies. 

F. The use of the credit card is a privilege but also requires greater vigilance and responsibility. 

Employees must follow all existing procedures set forth by the Town Administrator's Office 
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and the Accounting Office for their purchases or face disciplinary measures including 

dismissal, repayment of unauthorized expenditures and criminal charges. 

G . Each authorized cardholder must sign an Agreement to Accept Town Credit Card prior to 

issuance of the credit card. Forms will be kept on file in the Town Accountant's Office. 

H. When using the Town credit card, the authorized cardholder shall: 

• D etermine if the intended purchase is within the cardholder 's credit card limits. 

• Inform the merchant that the purchase is tax exempt. The tax exempt number is 046-

001-078. Review the receipt before leaving the store and request a credit if taxes were 

charged in error. (See Appendix A) 

• Obtain an itemized receipt for all purchases 

I. It is the cardholder's responsibility to retain the receipts and other documentation. 

J. Upon separation of employment, cardholders shall surrender their Town credit card to the 

Town Administrator on or before their last day of work and prior to issuance of final 

compensation to the cardholder. 

5) Audits 

Random audits will be conducted for both card activity and receipt retention as well as statement 
review by the Finance D epartment. The detailed activity is also reviewed annually by the town's 
independent auditing firm. 

6) Authority 

These policies are adopted by the Board of Selectmen as the Town's Chief Executive Officer in 
accordance with M GL c. 4, sec. 7, cl. Fifth Bas it relates to their management of the Town's 
prudential affairs and their authority over expenditures. 

~~Q .. ~ 
~·ceL. Livingston, Chair 

tJ/wW{/wrl( /~ 
Christopher R. Hillman, Clerk 

TOWN OF AYER 
BOARD OF SELECTMEN 
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APPENDIX A

ST2 MASSACHUSETTS DEPARTMENT OF HEV£NU£

CERTIPICATE OF EXEMPTION

CBfllllcallon I* h<«»t>y ntado Ihal tha (KoanKatKm rwtlft nwned Is <n axnffipl puEchaBsr undfl? Osna»a) Hwt, Chaptof 0<Hi Swttgfr 6(tf)
and (a). All pufanom <i( IsngftilB porsoflfll pfopntty by Ittis ornanttntlon ttto oxampl liom tajiMlon wdor said c^apl^>f to 1119 exlonl (hot
timh fuwsttv it u)(d hi the cofidtwl ol ind buiim** of Iha purchttar. Anr nbuso Of mtsuM ol this ceflfitcaio t'y itny (ax-oiompl
Ofjantitttlon of wf unauthwlted uan of ml* tflftlltcaia bf arty IndlfMunl cflfntjlutoi a SBfloui »!olatton and wHl load lo favocatton,
Wlltfui miiutt ol thti CdrtillCBt* flt iSxwnptloit 1> *ub|not lo cilmlnat aincHon* of up to 1 yw In prt*oit und HO.OOO (tAO,000 (of
MfpWiUtXH) Id lima. (S«g f^vcf<e t)d?j.

TOWy OF AYER
OHE KAIH STREET
AYER, HA 01432

NOT ASBIQNABLE OR TRAN3FEHABI.E

EXEMPHON NUMBER E
0^6-001-078

ISSUfi DATE
01-02-90

CERTIFICATE EXPIRES OM

NONE

COMMISSIONER QP ftSVENUE
STEPHEN W. KIDDER
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APPENDIX B

ADMINISTRATIVE REGULATION
AGREEMENT TO ACCEPT TOWN CREDIT CARD

„, hereby acknowledge receipt of a Town ofAyer Credit Cai-'d, number
(First and Last Name)

(Last Four Digits of Credit Card)

As a Cardholder, I agree to comply with the terms and conditions of this Agreement and the

provisions of the Town ofAyey Credit Card Use Policy, as may subsequently be revised. I

acknowledge receipt of the PoUcy and I have read and understand its terms and conditions. I

understand the Town ofAyer is Mable to the financial institution for all chatges made by me.

As the holder of this ctedit card, I agree to accept responsibility for the protection- and proper use of

this card as outlined in the regulations. I understand that the Town will audit the use of this credit

card. I understand that I am responsible fot retaining aU receipts for processing to the Finance

Department and that failure to provide receipts may result in personal liability. I understand that I

cannot use the credit catd for personal use even if the intent is to reimburse the Town. I understand

the use oftke card does not circumvent the Town's Putchasing Policy.

I futther understand that improper use of this credit card may result in discipUnary action, up to and

including tei-mmation of employment and in accordance with. applicable Collective Batgaming

Agteement and/or Town- Personnel Policy. I also agree to allow the Town ofAyer to coUect any

amounts owed by me even if I am no longet employed by the Town.

If the Town initiates legal proceedings to tecover amounts owed by me under this Agreement, I

agtec to pay aU. legal fees incurred by the Town in such ptoceedings.

I undetstand the Town may terminate ttiy rights to use this credit card at any time for any reason.

I agree to return the credit card to the Town ofAyer immediately upon request of upon termin.arioa

of employment.

Cardholder Date

Department Head Authorization (If cardholder is designee) Date

Town Admmistrator Date

Town Accountant Date
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