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Section 1.0: Purpose 
The purpose of this policy is to establish procedures for the use of credit cards issued to town 
employees for town business.     

Section 2.0: Organization Affected 
All departments and/or functional areas of the Town of Allenstown. 

Section 3.0: Definitions 
Credit Card- a card issued by banks, businesses, etc, enabling the holder to obtain goods and 
services on credit.  This definition also includes lines of credit that operate in a similar fashion 
that do not actually require the use of a card.   
 

Section 4.0: Policy 

4.1 Authorized Card Holders 
 
The Board of Selectmen shall determine which employees of the town will be issued a credit 
card.  Only those persons designated by the Board may utilize credit cards on a town account.     
 

4.2 Authorized Credit Card Accounts 
 
The Board of Selectmen is the only body of the town that is authorized to approve credit card 
accounts or lines of credit.  Approval must be obtained in advance from the BOS.  Credit cards 
and lines of credit that have been issued to the town prior to the implementation of this policy 
have to be approved by the Board within 30 days of the effective date of this policy.  The Board 
must approve authorized dollar limitations on accounts as well as limitations of what products 
and services can be purchased.     
 
4.3 Unauthorized Use of Credit Cards 
 
Authorized card holders are responsible for ensuring the security of cards or 
accounts issued to them.  It is incumbent upon those cards holders to ensure that 
they take appropriate steps to ensure the security of the card and account 
information is protected from fraud.  Lost or stolen cards must be immediately 
reported to the credit card company and the Town Administrator.  Employees who 
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make unauthorized purchases with town credit cards are subject to payment of 
those unauthorized purchases and related expenses.  Credit cards must never be 
used to purchase items for personal use or for non-town purposes, even if the 
cardholder intends to reimburse the town.   
 

Section 5.0: Procedures 
 
5.1 Utilization of Credit Cards  
 
Credit cards shall only be used for official business of the town.  No other use is 
authorized.  The use of credit cards to make purchases of goods and services must 
conform to latest revised version of Purchasing Policy 2013-010.  

1. Authorized card holders must provide a receipt that shall be submitted to the 
Accounts Payable Administrative Assistant within 3 business days.   

2. In situations where receipts are lost or not issued the employee making the 
purchase must submit an affidavit in lieu of a receipt detailing the purchases 
made and the circumstances surrounding the lost receipt or non-issuance of a 
receipt.   

3. The receipts of transactions must have the card users printed name and 
signature on it.   

4. Credit cards shall not be used for cash advances.   
5. A purchase made with a credit card may be made in-store, by telephone, fax, 

internet or U.S. mail.   
 
5.2 Cancellation of Credit Cards 
 
The Town Administrator or Finance Director in the absence of the Town 
Administrator may take immediate action to cancel credit card accounts to protect 
the town from fraud or violations of this and related town policies.  This authority 
is subject to later review by the Board of Selectmen.   
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Section 6.0: Implementation 
To facilitate conduct in accordance with this policy, a copy of this policy shall be made available 
to department heads, employees, volunteers, board and committee members, appointed or elected 
to office and at such other times as may be necessary. 
 
 

Section 7.0: Signature 
 
 

Position Signature Date 

Original Policy 
Prepared   By:   
 

Shaun Mulholland 

 
 

 
Town Administrator 
 

  
 

 
09/23/2014 
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Reviewed & 
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Jason Tardiff 
 
 
 
Jeff Gryval 
 
    
                      
Kate Walker 
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Section 8.0: Policy & Procedure Revision History 
 

Approvals 
Section Changes Made By Date 

Original 
Adoption 

   00/00/0000 

Amendment     
Amendment     
Amendment     
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Kate Walker
Party ID: ZJIW38IY7LANGDFBU44HJF
IP Address: 65.175.133.144

VERIFIED EMAIL: kwalker@allenstownnh.gov

Multi-Factor
Digital Fingerprint Checksum e65522eb8b4ead9e86a5d91d9e597bdb09e66642

Jeffrey Gryval
Party ID: VUTWAIJDC56KVF278A2NAI
IP Address: 24.62.155.198

VERIFIED EMAIL: jgryval@allenstownnh.gov

Multi-Factor
Digital Fingerprint Checksum 4fe15e854f9229e0ee0832c760a954d93d503aff

Jason Tardiff
Party ID: FUCM6MJ4TILF8UBHZ9VFYT
IP Address: 64.222.96.214

VERIFIED EMAIL: jtardiff@allenstownnh.gov

Multi-Factor
Digital Fingerprint Checksum bae612ff58e7dc54028697d9f369b001d0aced28

Shaun Mulholland
Party ID: 77XJ4WISI4YRDKWKNV8LVM
IP Address: 64.222.96.214

VERIFIED EMAIL: smulholland@allenstownnh.gov

Multi-Factor
Digital Fingerprint Checksum b20b2223df453ad3faf6f04ce0ed174f9213e41a

Page 1 of 2



BGXYW5J985S74CIGV46CGS

Timestamp Audit
2014-10-18 17:15:47 -0700 All parties have signed document. Signed copies sent to: Kate Walker, Jeffrey

Gryval, Jason Tardiff, Shaun Mulholland, and Shaun Mulholland.

2014-10-18 17:15:46 -0700 Document signed by Jason Tardiff (jtardiff@allenstownnh.gov) with drawn

signature. - 64.222.96.214

2014-10-18 17:15:30 -0700 Document viewed by Jason Tardiff (jtardiff@allenstownnh.gov). - 64.222.96.214

2014-10-08 15:40:11 -0700 Document signed by Jeffrey Gryval (jgryval@allenstownnh.gov) with drawn

signature. - 24.62.155.198

2014-10-08 15:39:45 -0700 Document viewed by Jeffrey Gryval (jgryval@allenstownnh.gov). - 24.62.155.198

2014-10-07 06:31:27 -0700 Document signed by Kate Walker (kwalker@allenstownnh.gov) with drawn

signature. - 65.175.133.144

2014-10-07 06:31:16 -0700 Document viewed by Kate Walker (kwalker@allenstownnh.gov). - 65.175.133.144

2014-10-07 06:22:46 -0700 Document signed by Shaun Mulholland (smulholland@allenstownnh.gov) with drawn

signature. - 64.222.96.214

2014-10-07 06:22:35 -0700 Document viewed by Shaun Mulholland (smulholland@allenstownnh.gov). -

64.222.96.214

2014-10-07 06:22:35 -0700 Document created by Shaun Mulholland (smulholland@allenstownnh.gov). -

64.222.96.214

Page 2 of 2


