
I.  CARDS ISSUED
The Dunkerton Public Library has one (1) FARMERS STATE BANK cardholder.  The cardholder listed below will be issued an individual card under the Library’s business account with FARMERS STATE BANK.   

1 issued to Library Director Michelle Wheeler 

If the employee to whom the card is issued ceases to be an employee of the City or no longer holds the position listed above, the card shall be returned to the City Clerk’s office and all purchases will be suspended prior to issuance of the employee’s final paycheck.  
II. CREDIT LIMITS
The FARMERS STATE BANK credit limit is set at $5,000.00.
III. USES

1. Meal expenses when on Library business (no alcoholic beverage expenses or tips may be included)

2. Lodging  (Cardholders should request “direct-billing” when making reservations.)

3. On-line purchases requiring a credit card when no other payment or billing option is available.  (on-line purchases may require prior approval for non-budgeted items.)

4. Purchases requiring immediate payment when the City is unable to issue a check for the purchase.  

IV.  EMPLOYEE RESPONSIBILITIES

1. All receipts must be brought into City Hall prior to payment of credit card invoice.  The receipt should include date of purchase, quantity, description and price of items purchased, department or expense item to be charged, and signature of cardholder making the purchase.  If receipts are not turned in the City will not be responsible for those charges on the credit card.  Failure to submit receipts will be reported to the City Council and may result in loss of use of the card.      

2. Purchases made by the Library are exempt from state and local sales tax.  Cardholders should inform vendors of this when making purchases.

3. Misuse of the credit card, failure to secure or failure to report stolen or missing cards immediately upon discovery could result in disciplinary action towards cardholder, up to and including possible employment termination.  Cardholder may be held responsible for any unauthorized purchases on their card while the card is in their possession.  In addition, late charges incurred as a result of not turning in receipts in the required time frame will be the responsibility of the cardholder.  
V. REWARD POINTS

For issued credit cards that earn reward points, the reward points shall be redeemed for the following purposes:

1. Cash or Credit to be applied to the outstanding card balance.

If cash or credit to be applied to the outstanding balance is not available for credit card reward points, the points may be redeemed for gift cards or merchandise provided that they are used for public purposes.

The Library Director will be responsible for tracking and redeeming reward points.
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