
City of South Daytona 

Office of the City Manager I Department of Finance 
Post Office Box 214960 • South Daytona, FL 32121 • 386/322-3060 • FAX 386/322-3099 

MEMORANDUM 

To: James L. Gillis, Jr., City Manager 

From: Jason E. Oliva, Deputy Finance Director 
AGENDA l~Ef-1 
#_[ ·UL_DATE~ 

Re: Resolution No. 2020-28 

Date: September 3, 2020 

I ssue: The City's purchasing policies have not been revised in at least a decade. Ordinance No. 2020-
10 which repealed and replaced Chapter 2, Article IV of the City's Code of Ordinances regarding 
purchases, sales and contracts allows for purchases up to $3,000 to be made on a purchasing card. A 
purchasing card policy is needed to establish procedures for purchases made with a purchasing card to 
prevent abuse or misuse of the City-issued purchasing card. 

Solution: Attached is the Resolution No. 20-28 which establishes a policy. The purchasing card policy 
is straight-foiward and completes the following objectives: 

1. To provide departments an efficient method of purchasing and paying for goods or services under 
$3,000 per purchase/transaction/job/project. 

2. To reduce the use of petty cash and blanket purchase orders. 

3. To ensure purchasing card purchases are in accordance with the City's policies and procedures 
and with the Florida Statutes. 

4. To reduce the time spent by personnel processing small dollar transactions. 

5. To ensure that the City bears no legal liability from inappropriate use of purchasing cards. 

6. To provide for disciplinary action if the purchasing cards are misused. The procedures provided 
herein are minimum standards for departments. 

Recommendation: Staff recommends adoption by the City Council. 

Result: Purchasing card transactions will have greater control. 

Continuing Commitment to Excellence 



·' 
RESOLUTION NO. 2020-28 · 

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF • .• I 

SOUTH .DAVTONA~ · ~ORIDA, ADOPTIN]G A J?QLICY TO 
GOVERN .'·ALL TRANSACTIONS MADEi WIT,. A CITY 
PURCHASING CARD; PROVIDING FqR CQNFLICTING 
RESOLUTIONS; AND PROVIDING FOR AN EFFEC'fiIVE DATE. 

WHEREAS, the City routinely makes purchases <'>~.goods. Jr services with a City 
purchasing card. ' 

· WHEREAS, it is the best interest of the City to liave a fotmal policy to .govern · · 
" the transactions made· with a City purchasing Card. 

NOW, THEREFORE, BE IT RESOLVED BY THE .CITY ~OUNCIL OF THE 
CITY OF SOUTH DAYTONA, FLORIDA, AS FOLLOWS: ! 

Section 1. The City of . South .Daytona, . Flcirida, PurJasing c/,ro Policy is hereby 
adopted, as attached hereto as Exhibit A and incorpJ ated into this resolution by · 
reference. · · · l 

Section 2. 
I 

Severability. It is declared to be the intenf .of the City Council ! of the City of South 
Daytona, Florida, that, if any section, subsection, .sentence, clauseJ phrase, or portion of 
the Resolution is for any reason held invalid or unconstiru'tional bx a court or competent 
jurisdiction, such portion shall be deemed a separate, distihct and iP,dependent proviSion, 
and such holding shall not affect the validify of the remairuhg portidns hereof. 

. . . I 

Section 3. 

Conflicting Resolutions. Any portion of the City of South Daytbna, Florida, Code of 
Ordinances or any ordinance, resolution, or part hereof in bonflict -&ith this Resolution is 
hereby repealed to the extent of such conflict. l 
Section 4. t 

Effective Date. 
. I 

. This Resolution shall become·effective 1.mrnediately upon As adoptibn. 
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PASSED AND A))OPTED upon first and final reading a~ a mee~ing of the City Council 
of the City of South Daytona, Florida, held in the City of South D~)rtona, Florida, on the 
14th day of September, 2020. · I 

Attest: 

James L. Gillis, Jr. 
City Manager 

Approved as to form and legality: 

Scott E. Simpson 
City Attorney 

Signed 

William C. H~ll 
Mayor 
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EXHIBIT A 



1. Purpose: 

City.of South Daytona 

Purchasing ·card Polley 

To establish proqedures for a purchasing card program. 

2. Scope: 

. 1 ! 
These procedures apply to all transactions made with a City o~ South Daytona 
purchasing card. 

' 
3. General: I . 

I 
. I 

The City of South Daytona Purchasing Card Program is designed fo iinprove efficiency 
in processing small dollar purchas~s frorri any vendor th~t a.ccept~. credit cards: · 

This program will allow the. cardholder to Purchase appr'\led cmnlnmlities and services 
directly from our vendors. Each purchasing card is issu¢d to a nfimed city employee, 
and City of South Daytona is clearly shown on the card jas the g~vernmental buyer of 
the goods or services. ·j 

1 
The Finance Director will monitor the performance of the program. 

All questions or ~oncems should be directed to the FinJce Diredtor. 
• ' • ' • 1 • ' ; ' 

I. 
4. ObJectives: t . 

I 

A. To provid~ departments ~n efficient method of purch:asing an~ paying for goods o~ 
services under $3,000 per purchase/trail.saction/job/~roject i 

. . f i 
B. To reduce the use of petty cash and blanket purchase orders. ; . 

C. To ensure purchasing card purchases·are in accord~be with tAe City's policies and 
procedures and with the Florida Statµtes. · . . · 'I . ! · · 

D. To reduce the time spent by personnel processing small dollar transactions. 

E. Te> ensure that the City bears no legal liabiliiy from uj.pprop+te use of pu!'chasing 
cards. . ::: . I 

F .. To provide for disciplinary action .if the purchahng car9s are misused. The 
procedures provided herein are minimum standards for departments. 

5. Authorization: 

When the purchase authorization is reques~ed by the supplier at 1the point ofsale, the 
purchasing card system validates the transaction against preset limits established by 
the ·employee's department and approved by the Financd Directot

1

. AU transactions are 

. 1 
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approved or declined (electronically) based on the purchase card authorization criteria 
established. The authorization criteria may be adjusted p~riodical1y as needed and may 
include, but are not limited to the following: 

A. Number of transactions allowed per day. 

B. Number of transactions allowed per month. 

C. Single purchase limit. 

D. Monthly spending limit. 

E. Approved merchant category codes. 

The authorization process occurs through the electronic system that supports the 
purchasing card processing services under the agreemebt established between the City 
of South Daytona and the financial services provider. · 

6. Responsibilities: 

The following is a summation of the responsibiljties of the individuals and 
organizations involved in the purchase card system: I 

i 
A. Cardholder j 

1. The Purchasi~g Card shall be used only in stricJ confoJity with the terms and 
I 

conditions of the Cardholder Agreement I 1 

2. Hold and secure purchasing cards I . . ! 
3. Order materials and services. I. 

I 

! 

4. Inform vendor of tax-exempt status prior to processing. :sale transaction. It is 
the responsibility of the cardholder to ensure j that sal~s tax is not charged. 
Failure to ensure that sales tax is removed will result in :progressive discipline 
as outlined in our employee policy manual. I 

1 

5. Obtain all sales receipts and forward to the (representative for authorizing 
l ' 

approval. · I ! 

6. Log phone orders and request receipts. 
I 
I 

7. Identify disputed charges. I 

8. Sign monthly statement and forward to department head for approval and signature. 
I 

B. Department Representative 

1. Review' charges daily. 
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2. Assist department cardholders with disputed items. 

3. Assign and/or verify the appropriateness of,acclunt numbers. 

4. Verify appr~priate discount has be~n deducted Jy vendJ. 
. . ' I I 

5. Verify that no sales tax has been charged on an~. receipts. 
· . · . I I 

6. Enter cardholder charges into invoice entry in .A!.ccounts P~yable. 

7 Ob 
. . fr . D . H d . l h1 · 1 

. tam signature om .. epartment · ea on moE.t y statlents. 

8. · Forward all charge receipts, invoice batch recapl and nedessary ,documentation 
to Accounts Payable. I 

I . 
9. . Collect cards from cardholders that transfer empl~ymenf and via e-mail notify 

the Finance Director of the transfer and return tlie· card tq the Finance Director. 

10. Notify, via e-mail, the Finance Director whJ an emp\oyee tenninates, The 

c. Dep::::: :: ::::and returnedlto the Flee Director. 
1. Request purchasing cards for de~ignated e~plo ees. 

' l ' 
2. Set departmental and cardholderspending li'1litt within ~st.ablished guidelines. 

3D . D R .. d" lh. d . es1gnate epartment epresentatives to a mtmster· pure asmg car system 
within each department. I 

I 

I 
4. Review charge receipts and authorize payments by si~ing accounts payable 

slips. . [ · 
' 

5. Sign· monthly statements for their purchasl.ng card, attach all receipts with 
justification and forward to the City ¥anager for approv'.al and signature. 

D. Finance Director 

1. Approv~ requests for purchasing cards submitted by Department Head 
I 

2. Coordinate issuance and cancellation of cards. j 

3. Coordinate program polic;issues including rev'sions to lthe program .. 

4. PartiCipate in resolving billing disputes., 

, 5. Coordinate and maintain internal controls. 

6. · Maintain procedures and cardholder guidesimaE.uals. 
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4. Reconcile consolidated statement and. notify dep~ents when approved 
charge receipts are not received. 

5. · Post all monthly charges from consolidated statjment. 

6. File and store statements, receipts, etc. J 

7 .. Upon request, provide weekly or monthly statJments to! the Department Head 
or his/her designee. - j : 

8 P 1. d. . . I ~ 
. ursue supp ier 1scount opportumties. I : 

9. Evaluate purchasing card feedback from supp Ii yrs and c~dholders. 
I 

10. Provide training to all new cardholders and re:frcisher training classes as needed. 

7. Procedures: 

A. Assignment and Control of the Purchasing Card 

1. Requests for and Issuance of Purchasing Cards 

i 
! 

a. Purchasing cards will be issued to individ.ual employees who frequently 
purchase goods/services. Generally, thesej will be: the employees who, 
before the purchasing card program, were authorized to make purchases on 
behalf of the City. · I 

b. The purchasing card will have the employee's naml, the City's name, the 
City's tax exemption number and the expir~tion datb..The purchasing card 
issuing company will not have individual catdholder information other than 
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the cardholder's work address. No credit records, social security numbers, 
etc., of the cardholder will be maintained. 

c. All requests for purchasing cards must be m~de by the Department Head py 
using the Request for Purchasing Card formJ 

d. AU requests for new cardholders o~ fo.r :chjges to current cardholde~s will 
be ·qiade by completing the top· portion of jand subinitting a Request for 
Purchasing Card form to .the 'Finance Dire1tor signtd by the Department 

Head. . · ._ j . . 1 

e. ·When the Finance Director recei.ves the card jfrom thelissuing card compap.y 
for a cardholder, the cardholder will be required to personally take receipt 
of the card and sign . the Request for . P~rchasing Card. The Finance 

. Department will provide training and a Jopy of 1tlie Purchasing Card 
Procedures Guide to·the cardholder. I · . I 

2. Lost or Stolen Purchasing Cards · l 1 

th·e I a. If. a purchasing ·card is · lost or stolen, card~older or department 
representative must immediately notify the financial service provider and 
the Finance Director. · I · · . 

, . I 

b. The cardholder will be re~ponsible for reporting all information necessary 
to reduce the liability to the City ~or a lost ot stolen c;ard, 

c. Lost or stolen cards may result in progressiL discip)me as outlined in the 
employee policy manual. · . f · 

l 
3. ·Termination or Transfer of Cardholder I 

I 
a. When an employee ends employment, the Departinent Head or his/her 

representative must notify the Finance Dirbctor imhiediately, collect the 
purchasing card, cut it in half, and, submit tlib card to~·the Finance Director. 

b. If the· department is unable to collect the purlhasing ckd whe~ an employee 
. , . •!' I . . 

terminates, the Department Head must inpnediate~y notify the Fin~ce 
Director. The Finance Direetor will ensure that the card is cancelled. ' . I I 

c .. When an employ~e transfers to. another department,jthe Department Head. 
or his/her represent~tive must .notify the Fidance Dhfc~9r, submit the card 
to the. Finance Director. The Finance Diredtor will ~djust the employee's 
purchasing-card to reflect privileges given, i

1 
any, by1_the new department. 

B. :i;.,imitation on Use of Purchasing Cards 

1. CardholderUse Only 
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The purchasing c~ may be used only by le employee whose name is 
embossed on the card. No other person is authored to J.e the card. 

2. Ci_ty Purchase Only I 
The purchasing card is to be used for City-auth9rized puychases only. 

I 

I i 

The purchasing card cannot be used for any person~d use. Any such use 
will require immediate reimbursement and will r~sult in disciplinary 

I I 

action which may include dismissal. ! 
l 

3. Dollar Limitations f 

a. The Department Head approving the assi~ent of a purchasing card will 
set two limits for each cardholder: a single ptlrchase limit and a 30-day limit. 
The maximum limits shall be $5,000 for g~ods and 1supplies and services. 
A limitation will be placed on purchases in a 30-day cycle. 

l f . 
I I 

b. A purchase may be made of mu,ltiple items,i but the invoice cannot exceed 
$3,000 without a purchase order i_ssued prior 'to purchase, or the 
cardholder' s limit ifless than $3, 000. Paymeht for p~chases can not be split 
to stay within the single purchase limit. 

4. Other Conditions 

. I I . 

a. Sales tax may not be charged by the vendor. Ff necessary, provide the vendor 
with a sales tax exemption certificate. 

1 

! 

I 

b. All items purchased over"."the-counter must be immediately available. No 
back ordering is allowed. 

c. All items purchased during one telephone tt)ansaction must be delivered in 
a single delivery. If an item is not immediatbly available, no back ordering 
is allowed. t 

d. All items purchased by telephone must be delivered by the vendor within 
the 30-day billing cycle. The order should not bb placed without this 

assurance. · I ! 

e. Check with the vendor when ordering by phone or qheck the catalog from 
which you are ordering to make sure shi~ping is jincluded in the price 
quoted. If the price exceeds $3,000 when shipping is added, you may not 
use the purchasing card until a purchase order has bben issued authorizing 
the purchase. 

f. No purchases sha:ll be made from a foreign supplier requiring foreign 
currency. 

5. Prohibited Uses of Purchasing Cards 
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a. Cash advances 
b. Capital items . 
c. Any additional goods/services specifically restricted by the Finance 

Department or the department / . I 
d. Any purchases from a foreign supplier requiring foreign currency 
e. Telephone calls 
f. Personal, Family or Household items 
g. Purchases from vendors, which create a conflict of interest 

· · · · i I 
C. Procedures for Making and Paying for Purchases . ·~ 

. r 

1. Telephone Orders · j 

I 
' ' • i 

a. When placmg a telephone order, the card!polder ryust confirm that the 
vendor will charge the purchasing card when shipment is made so that 
receipt of the supplies may be certified bn the rfionthly Statement of 

Account. . 'j' ·· f . . 

b. The cardholder shallrequeshhe vendor to send the cbstomer's copy of the 
charge slip with the order. Packing slips are rot suffif ient documentation. 

c. Charge slips should identify the meiphandisei p~rchased. If the 
merchandise is not sufficiently identified o'.n the charge slip provided by 
the merchant, the cardholder shouJd descri~e the me~c:ha:ndise sufficiently 
enough for the Department Director to detertnine that the. purchase was for 

. ,I I 

City purpose. · I · . J . 

d. The charge slip will be forwarded to Acccmnts Patable with the proper 
authorization signatures. · i 

I 

2. Missing Documentation I· 
I 

. I. 
Where supporting documentation is missing, the cardholder must contact 
the vendor and request a duplicate receipt. j If the cih-dholder is unable to 
obtain documentation, a description of the purch~se must be attached . 
. Continued incidents of mis~ing doclim~ntation / may result in the 
cancellation of the employee's purchasing card and disciplinary action: 

' l 
I 

3. · Payment and Invoice Procedures I 
.. I 

a. ,The purchasing card company will provide bne cons;olidated statement for 
all cardholders to Accounts Payable. This Stkterrient of Account will list.all 
transactions processed dunng the previous BO days. f If no. purchases were 
made on the purchasing card during the billing cycle, no Statement of 
Account will be generated unless adjustments for previousiy billed 
transactions have been processed during.that cycle. · 

b. Accounts Payable will review the statement and note .any errors arid notify 
the departments of any discrepancies. Tlie deparlment will determine 
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whether to dispute the itOm in question. If 1 item l disputed, follow the 
procedures below. All items must be resolvetl within five (S}working days. 

D. Disputes 

1. If items purchased with the purchasing card are defective, the cardholder must 
return the item(s) to the vendor for replacement pr credit.jlf the service paid for 
with a purchasing card is faulty, the vendor must pe notified and asked to correct 
the situation or provide a credit. If ~he vendor refuses to\replace or correct the 
faulty item or service, the purchase will be consitlered in dispute. 

2. If a dep~ent has been charged for an item.n:bt r~ceiv~d, then a Cardholder 
Statement of Disputed Item Form must be conip~eted byt:P,e cardholder and sent 
or faxed to the financial service provider. A COP,Y of the Cardholder Statement ' ' I I 

·Disputed Item Form should also be sent to Accounts Payable. · .. I , 
· E. Review of Purchases by Departments t 

!· 
' I I 

1. Because of their knowledge of 'the job responsibilities and requirements, 
- _ , ! I 

Department Heads are required . to review eacli purchasing card expenditure 
(item purchased, amount and vendor) to ensure the! goods/services were 

. necessary and for official use. 1 i . , l 
' I I 

2. . When the Department Head is not satisfied tl,l.at ~he purchase was necessary and 
for official use, the cardholder must provide eitHer a credit voucher proving the 
item(s) were returned fo'r credit or a personal c~eck for the full amount of the · 
purchase. Checks must be sent to Accounts Payable with.an explanation and 
account number to credit. · · i ' . 

·1 
I 

3. Serious or repeated misuse of the purchasing card will result in the revocation 
·of the card. Employees. incorrectly using tlle~r pur¢hasing card will be 
disciplined by the. Department Head in acc~rdance :with the progressive · . 
discipline outlined in the emplcjyee policy mantjal. ' 

4. To help the departments in their reviews, mruiaJement re~orts will be a~ailable 
from the Finance Director or Accounts Payable.i. · 

i . 

F. Abuse/Violations . . . . . J . 

1 

. . . 

1. Participation in the . City of South. Daytona Phrchasing · Card. Program is a 
convenience that carries responsibilities along'! with it. [Although the card is 
issued ina cardholder's name, it is City prope~ and sho

1
uld be used with:.good 

judgement. Improper use of the card can be considered misappropriation of City 
funds which may result in disdplinary action, up to and ficluding termination. 
Cardholders are expected to comply with interndl controll~.rocedures in order to 
protect City assets. This includes keeping receiP,ts, resolving discrepancies and 
following proper card security m~asures. · 
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I 
. I ' 

2. The Department Head should notify the Finance Directo)if a cardholder abuses 
the program or violates the procedures. 

3. The Finance Director will conduct operational and compliance. audits to 
determine if the program is being abused or probedures dre being violated. 

4. If an abuse or violation has occurred, the·Finlce Direbtor should notify the 
cardholder by using a Purchasing Card Abuse Notificati6n form. I I 

4. Misuse of the Purchasing card may result in d~sciplinaJ, or other appropriate 
action. Misuse and violations will result in revocatiorii of Purchasing Card 
privileges and may result in termination of emplbyment ~or cause. 

I 

5. Abuse, misuse, and violations include, but are not necessarily limited to the 
following: l 

I i 

a. Purchase over $3,000 without obtaining a p~rchase drder. 

b. Purchase of unauthorized or prohibited ite~k/service~ (See Section 5) 

c. Multiple transactions to circumvent Purch~s~ng proc~dures. 
d. Failure to provide proper documentation, rebeipts in~oices etc. 

e. Purchase of Capital Outlay Items. 

£ Purchase from vendors, which create a conflict of inierest. 

g. Personal, Family or Household charges. I Ii 

1 
h. Allowing another person, other than the cardholder, to use the card. 

F ·1 1 1 d · . · I 1 I . I. at ure to report a ost or sto en car m a time y manner. 
I 
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