City of Earlham Credit Card Policy

The City has assigned the following cards:

         VISA – 4 issued / credit limit of $30,000
a. Jessica Visser, City Clerk

a. Kristy Amsden, Deputy Clerk

b. Gary Coffman, Public Works

b. Matt Stringham, Police Chief
c. Justina Meek, Librarian
d. Fire & Rescue

a. Shawn Boyle

b. Blake Boyle

The Credit Cards will only be used for the following purposes unless otherwise approved by the City Council.                              

a. Purchases requiring immediate payment where City is unable to issue a check for the purchase.  Purchases require prior approval for non-budgeted items.

b. Meal expenses when on City business (no liquor expenses can be included).

c. Employee training/travel accommodations including lodging when applicable.

d. On-line purchases requiring a credit card and no other payment or billing option is available.  On-line purchases require prior approval for non-budgeted items.

e. Emergency vehicle maintenance.

All receipts must be brought into the City Clerk’s office upon charging any item.  If receipts are not turned in, the City will not be responsible for those charges on the cards issued.

Misuse of City Credit Cards, failure to secure or failure to report stolen or missing Credit Cards immediately upon discovering, could result in disciplinary action toward employee and possible employment termination.  Employees may be held responsible for any unauthorized purchases on their card while the card is in their possession.  There is to be no storing of the credit card on any purchasing sites. Employees would not be held responsible for any charges to the credit card after it has been reported missing or stolen.

Passed and approved by City Council on this 13th day of January 2026.





_________________________________







  Jeff Lillie, Mayor

ATTEST:  ________________________________

Jessica L. Visser, City Clerk
ACKNOWLEGEMENT OF RECEIPT OF CREDIT CARD POLICY:

I acknowledge that I have received and reviewed the credit card policy for the City of Earlham, Iowa, adopted by city council.  I understand the terms of the agreement and will abide by what is set forth.  In the event that my employment is terminated in anyway, the cards will be turned in to the City Clerk or Mayor immediately.

________________________________

Jessica Visser, Clerk



________________________________

Kristy Amsden, Deputy Clerk



________________________________

Gary Coffman, Public Works
________________________________

Matt Stringham, Police Chief

_________________________________

Justina Meek, Librarian

________________________________

Blake Boyle, Rescue Captain

________________________________

Shawn Boyle, Fire Chief

