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TOWN COUNCIL AGENDA REQUEST BR R I

61 North Green Street I Brownsburg Indiana 46112
Tel 3178521128 I Fax 3178521134

DATE
May 10 2011

REFERENCE NO
Resolution 2011 15

SUBJECT
Town Credit Card

SUMMARY OF REQUEST
Due to the various changes within the Town of Brownsburg with employees there is a need to amend
and update the original Credit Card Resolution 200809

On the original Resolution 200809 Item Number 2 has authorized users listed by first and last name
By listing authorized users by job title this will decrease the need for revising andor updating the
resolution with the Town Council

FINANCIAL SUMMARY

Budget Funds Available YES NO NA I If YES Amount
Line Item Name Line Item Number

Budget Fund Information

Recommended BidContract Amount

ArchitectureEngineering
ConstructionProcurement

Contingency
Estimated Project Costs Miscellaneous Costs

whole numbers TOTAL ESTIMATE

Future Expenses if any
Revenue Generated if any

Department Head Approval

Assistant Town Manager
Approval

112



SUPPORTING DOCUMENTATION

Original Credit Card Resolution 200809

ACTIONSREQUESTED
Approval of Amending Resolution 200809

TOWN MANAGERSOFFICE

Approved for Town Council Meeting on

212



Resolution 201115

Brownsburg Indiana
May 26 2011

A RESOLUTION AMENDING RESOLUTION 200809
AUTHORIZING THE ACQUISITION AND USE OF CREDIT

CARDS BY CERTAIN TOWN EMPLOYEES

WHEREAS the Town of Brownsburg Indiana through the Town Council wishes
to amend and update certain provisions in its current Resolution 200809 relating to
credit cards and

Be it Ordained by the Town Council of The Town of Brownsburg Indiana as
Follows

Item 2 of Resolution 200809 is hereby amended to read as follows

2 Upon issuance the following individuals shall be authorized to use the credit
card

The Town Manager Assistant Town Manager ClerkTreasurer Building
Commissioner Community DevelopmentStreet Director Human Resource

Manager Park Director Planning Director Purchasing Manager Department
Superintendent Department Assistant Superintendent and Utility Office Manager

The Town Manager will be responsible for setting any individual spending limit or
other use restriction by each of the individuals listed in this section or hereafter
authorized for use of the credit card by subsequent action of the Town Council

This Amendment is hereby adopted this day of 20

BY

Matthew S Bowles President

ATTEST

Jeanette M Brickler ClerkTreasurer



TOWN OF BROWNSBURG

A RESOLUTION AUTHORIZING THE ACQUISITION AND USE OF CREDIT
CARDS BY CERTAIN TOWN EMPLOYEES

Resolution No 200809

Dated 64 o3f

WHEREAS Indiana State Statute allows a local municipality to authorize by resolution
certain rules procedures or actions necessary for the efficient operation of that
municipality when said action is not otherwise governed or prohibited by statute

WHEREAS in order to provide a means for the acquisition of certain goods or services
where there may be a benefit for said goods or services to be acquired on an immediate
payment basis or where the Town of Brownsburg will receive a rebate from the credit
card issuer for purchases made on that credit card or where the nature of the purchase
and timing thereof will not facilitate an advance payment for those goods and service
the Town of Brownsburg adopts the following Credit Card Authorization and Use
Procedure

BE IT RESOLVED by the Town Council of Brownsburg Indiana that

1 The Purchasing Manager is hereby authorized to solicit the issuance of a credit
card for use by certain employees of the Town of Brownsburg from an issuer who
will provide that credit card without any fee oL e The credit card

solicited should either be a MasterCard or Visa Card or another nationally
recognized and accepted card In addition were available the credit card should
also be one that provides for rebates or other cash payments to the Town of
Brownsburg based on the use of the card

2 Upon issuance the following individuals shall be authorized to use the credit
card

Todd Barker Jeanette Brickler

Rick Brock Susan Kaytar
Steve Chambers

Christine Curtis

Kathy Dillon
Chris Keers

Pete Palanca

Phil Parnin

DuWayne Phillips
Kevin Servies

Jim Waggoner

The Town Manager will be responsible for setting any individual spending limit
or other use restriction by each of the individuals listed in this section or hereafter



authorized for use of the credit card by subsequent action of the Town Council

3 Only authorized purchases for the Town of Brownsburg may be charged to this
credit card and any unauthorized purchase will result in the revocation of the use
of that card by the offending employee and will necessitate the immediate
payment of that charge by the employee Unauthorized use may also be grounds
for other employee discipline up to and including termination When the credit
card is used for the purchase of any service where a gratuity is customarily added
a fifteen percent 15 gratuity may be added

4 Upon receipt of the monthly credit card billing statement by the Purchasing
Manager copies of the statement will be forwarded to each department head
Within 10 days of the receipt of the copied statement each department head will
indentify the charges made by that department and return the statement along with
the charge receipts and necessary purchase order or purchase order numbers for
open purchase orders

5 The Purchasing Manager will account for all charges made in any credit card
statement billing period and will match the monthly statement with the charge
information received pursuant to paragraph 4 above The Purchasing Manager
will forward to the Clerk Treasurers Office a monthly report along with the
billing statement authorizing the payment of the balance as a claim This monthly
report will contain all the charge receipts as well as the purchase orderspurchase
order information and claim forms for the appropriate budget assignment of the
charges

6 In the event a late fee or charge is incurred as a result of the failure of an
employee to forward the charge receipts and other purchase order information to
the Purchasing Manager on a timely basis said employee will be responsible for
the payment of that late fee

7 The Town Manager may revoke any employeesuse of the credit card upon a
determination that the employee has failed to comply with the procedures set forth
herein



THIS RESOLUTION IS HEREBY ISSUED PASSED AND ADOPTED BY
THE TOWN COUNCIL OF THE TOWN OF BROWNSBURG HENDRICKS
COUNTY INDIANA this 7 th day of February 2008 and shall be in full force and
effect from and after its passage and approval

TOWN COUNCIL OF THE TOWN OF BRO WNSBURG INDIANA

President

Attest
Jeanette Brickler ClerkTreasurer


