Camden County Board of Commissioners
Purchasing Card and Credit Card Policy for Elected Officials

L. Designated Elected Officials

The Camden County Board of Commissioners (“County”), in its discretion, may authorize
specific county elected officials to use a county purchasing card or credit card by adoption
of a resolution in a public meeting.

No authorized elected official may use a county purchasing card or credit card until and
unless he or she has executed the County's purchasing card and credit card user
agreement.

The County will not make payments to any business organization, financial institution, or
any duly authorized agent of such organization or institution, for amounts charged by an
elected official to any purchasing cards or credit cards that are not issued pursuant to this
ordinance or for any purchases that are not authorized by this ordinance.

1. Use of Cards

A. Authorized Purchases. County purchase cards and credit cards may be used to

purchase goods and services directly related to the public duties of the authorized elected
official only. All purchases are subject to the terms of this ordinance, the County
purchasing card and credit card user agreement, county procurement policies and
procedures, and the adopted budget.

Only authorized elected officials may use a County purchase card or credit card for
purchases or payments. The cards, and use of the cards, are not transferrable to
employees. The authorized elected official shall use care to ensure that others do not have
access to the card account number, expiration date and security code.

. Unauthorized Purchases. County purchasing cards and credit cards shall not be used

for goods and services not directly related to the official responsibilities of the authorized
elected official. Additionally, cards shall not be used to avoid compliance with the County’s
purchasing ordinances and procedures, to purchase goods and services that are not
approved in the County's budget or to make purchases not in compliance with the County
purchasing policy, purchasing card ordinance, or credit card user agreement.

. Receipts and Documentation. Receipts, invoices and other supporting documentation

of all purchases made with a county purchasing card or credit card shall be obtained and
maintained by the authorized county elected official for five years or as otherwise provided
by the County’s record retention policy. If an original or duplicate cannot be produced, a
sworn affidavit of the authorized elected official may be substituted. The documentation
must include the supplier or merchant information (i.e., name and location), quantity,
description, unit price, total price, price paid without sales tax and an explanation of the
purchase sufficient to show that the expense was in the performance of official County
duties.

. Public Records. All receipt and other documentation of purchases are public records

and subject to the requirements of O.C.G.A. § 50-18-70 et seq.

Review of Purchases and Audit. Proper documentation of purchases, internal controls
and other measures prevent and allow detection to misuse or abuse of County issued
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purchase cards and credit cards. Authorized elected officials and staff that process
payments under this program shall cooperate and comply with the procedures established
by the County.

A. Review of Purchases. All purchases shall be reviewed in accordance with the
County’s purchasing and credit card policies and procedures.

B. Audits. The Card Administrator shall perform an annual review of the card program to
ensure adequacy of internal policies and procedures, cardholder spending limits,
monthly reconciliation procedures and documentation for transactions. Elected
officials and staff shall cooperate with such review.

Violations.

a. An elected official shall reimburse the County for any purchases made with a County
issued purchase card or credit card in violation of this ordinance or the user
agreement.

b. In the discretion of the county governing authority, failure to comply with the
procedures outlined in this ordinance may result in;

i. A warning;
ii. Suspension of the elected official’s authority to use a County purchase card or
credit card; or
iii. Revocation of the elected official’s authority to use a County purchase card or
credit card.

c. Nothing in this ordinance shall preclude the county governing authority from referring
misuse of a purchase card or credit card for prosecution to the appropriate authorities.

d. Collection of an amount equal to the total of any improper purchases, including but not
limited to declaring such purchases as an advance on salary to the extent allowed by
law.

e. Official understands and acknowledges that misuse of the card may be considered a
crime. Suspected misuse of the card may be reported to the proper authorities for
prosecution.

Term

This agreement shall be effective for a period of five calendar year(s) effective the 15 day
of January, 2016. Provided the Elected Official remains eligible for a county issued card,
this agreement may be renewed for successive terms. Either party may terminate the
agreement with 30 day notice. The card shall be promptly retumed to the Card
Administrator in the event of such termination. The Elected Official’s obligations of this
agreement shall survive the termination of this agreement.
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