
Resolution 18 -02 

VILLAGE OF BARRINGTON HILLS CREDIT CARD USE POLICY 

Only authorized Officers and Employees of the Village may use a credit card issued in the name of the 
Village. Designated Officers are: President, Police Chief, and Director of Administration. Each Officer 
may designate an employee for purposes of use of a Village credit card. 

Any Officer or employee found guilty of illegal or unauthorized use of a Village credit 
card (intentional or not) may be subject to the penalties allowed by law and/ or 
disciplinary action, up to and including termination. 

CARDHOLDER RESPONSIBILITIES 

a. Ensure that the credit card is used in compliance with the Village's Credit Card Use Policy and its 
Purchasing Policies. For such purposes, all Officers and Employees issued a credit card shall 
execute the Credit Card Holder Agreement attached hereto as Exhibit 1. 

b. The Officer and/ or employee issued the credit card must provide the Village Treasurer a photocopy 
of the front and back of the credit card, and shall be responsible for the protection and custody of 
each card issued, and shall immediately notify the Village Treasurer if the card(s) is lost or stolen. 

c. A Village credit card can be used only for the purchase of goods or services for the Village. 

d. Village credit card users should notify vendors or merchants that the credit card transaction is tax 
exempt from Illinois Sales and Use taxes if the credit card is used for a purchase of goods or 
services in the State of Illinois. 

e. The credit card shall not be used for cash advances, personal use or any other type of personal 
purchase. 

f. All purchases made with a Village credit card must be reported with receipts and associated 
documentation detailing the goods or services purchased, cost, date of the purchase and the official 
business explanation therefore. 

g. All such documentation set forth in paragraph f. shall be tendered to the Village Treasurer in a 
timely manner to reconcile against each monthly credit card statement. 

h. Any credit card in the possession of an Officer or employee must be immediately surrendered to 
the Village Treasurer upon termination of appointment or employment. The Village reserves the 
right to withhold final payroll checks and payout of accrued leave until any card(s) is surrendered. 

INTERNAL CONTROL PROCEDURES 

The Director of Administration, assisted by the Village Treasurer, shall be responsible for the issuance 
and retrieval of assigned Village Credit Cards, and generally for ensuring compliance with this Policy. 
Such duties shall include, but not be limited to: 

a. Maintaining a record of issuance and retrieval of Village credit cards and overseeing compliance 
with this Policy. 

b. Accounting and payment of expenses, and ensuring all documentation ~s required is submitted. 

c. Ensuring accuracy of the statement and that activity and account information is noted on the credit 
card statement for each line of entry. 

d. Compliance with Illinois law relative to records retention for safekeeping of statements and 
receipts. 



Resolution 18 -02 

EXHIBITt 

Village of Barrington Hills 
Credit Cardholder Agreement 

Credit cards issued in the name of the Village of Barrington Hills shall be used only for the official 
business of the Village of Barrington Hills. Each credit card must be used in accordance with the 
provisions of the Credit Card Use Policy of the Village of Barrington Hills. 

Violations of the Credit Card Use Policy shall result in revocation of use privileges. The Village of 
Barrington Hills will investigate and commence, in appropriate cases, criminal prosecution against any 
individual found to have used a Village credit card for improper purposes. 

Any Officer or employee found guilty of illegal or unauthorized use of a Village credit card may be 
subject to penalties provided by law and/ or disciplinary action, up to and including termination. 

Credit Card Issuer: ------------

Last 4 Digits of Card: ___________ _ 

Received By: _____________ _ 

Aclmowledgment: 

I acknowledge receipt of the attached Credit Card Use Policy and agree to abide in all respects with this 
Policy. 

Signature:------- ---------------------

Dated: ________ _ 

[Treasurer's Use Only] 

Credit Card Returned/Reported Lost or Stolen on: _________ _ 

Village Treasurer: _______________ _ 

Dated: -------------


