ST. LAWRENCE COUNTY INDUSTRIAL DEVELOPMENT AGENCY
Resolution No. 12-01-03
January 26, 2012

ADOPTION OF CREDIT CARD USAGE POLICY

WHEREAS, on February 24, 2011 the St. Lawrence County Industrial Development
Agency (the “Agency”) put into place a policy outlining the usage of Agency credit cards by
Agency employees, and
WHEREAS, Agency policies, standards and procedures undergo periodic review by the
Agency’s Governance Committee, and
WHEREAS, the Agency’s Governance Committee has approved the Credit Card Usage
Policy revisions for submission to and approval by the Agency Board,
NOW, THEREFORE, BE IT RESOLVED that the St. Lawrence County Industrial
Development Agency does hereby authorize revisions to the Agency’s Credit Card Usage
Policy, as attached.
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I HEREBY CERTIFY that I have compared this copy of
this Resolution with the original record in this office, and
that the same is a correct transcript thereof and of the
whole of said original record.

/s/
Natalie A. Sweatland
January 26, 2012

ST. LAWRENCE CO. INDUSTRIAL DEVELOPMENT AGENCY

CORPORATE CREDIT CARD USAGE POLICY
APPROVED JANUARY 26, 2012
This document outlines the corporate credit card usage policy as set forth by the St. Lawrence
County Industrial Development Agency (the “Agency”).
A corporate credit card shall be issued to an employee of the St. Lawrence County Industrial
Development Agency at the discretion of and upon written approval of the Chief Executive Officer
(“CEO”).
Cardholder: The cardholder is the staff member whose name appears on the corporate credit card.
By accepting the corporate credit card, the cardholder agrees to the following:














The cardholder will sign the credit card immediately upon receipt.
The cardholder is responsible at all times for the physical security of the credit card.
The cardholder will ensure that use of the credit card is within the purchasing guidelines
outlined in the Agency’s Procurement, and Travel and Miscellaneous Reimbursement policies.
The credit card may not be used to procure cash advances and any purchases that would be
easily/readily considered illegal.
The cardholder shall retain all receipts, and will provide them for reconciliation purposes to
the Chief Financial Officer (“CFO”) at the first available opportunity.
If the cardholder has lost receipts and/or invoices and a duplicate copy cannot be obtained
from the vendor, the cardholder must itemize the purchase on a separate sheet of paper and
(by his/her signature) certify the validity of the purchase.
If there are excessive instances of lost reports, the credit card will be revoked, and the employee
may be subject to disciplinary action up to and including termination of employment.
The cardholder will immediately notify both the credit card services company and the Chief
Financial Officer if the card is lost or stolen.
Acceptance of the credit card by the cardholder implies acceptance and agreement with the
policies and procedures set forth in the credit card agreement.
The credit card must be returned immediately to the Agency if:
a. Requested by the CFO or CEO;
b. The cardholder leaves the employ of the Agency ; or
c. The cardholder no longer requires the card as part of his/her job
The cardholder agrees to cooperate fully with the Agency if an incorrect charge is identified on
the cardholder’s statement.
No purchases of a personal nature shall be made with the corporate credit card. If it is
determined by the Agency that the cardholder has mistakenly used the corporate credit card
for a purchase of a personal nature, the cardholder must immediately reimburse the Agency for
the entire purchase in question (including any late fees, charges, etc.).

Employee (Cardholder) Name

Name of Credit Card(s)

Employee (Cardholder)
Signature

Authorized by:
Patrick J. Kelly, Chief Executive Officer

Date

