HIDALGO COUNTY SHERIFF’S OFFICE

5.14 

Credit Card Use Policy
Effective Date: January 1, 2007



The purpose of this policy is to provide rules, guidance and procedures for 

the use of Hidalgo County Sheriff’s Office Travel Credit Cards and Fuel 


Credit Cards, and to provide for disciplinary action for the misuse



thereof. 

5.14.01
Travel Card Purpose




The Hidalgo County Sheriff’s Office (HCSO) will acquire and provide to 


those 
individuals traveling on official HCSO business a Travel Credit Card 

(the “card”)when the Sheriff’s Office is unable to follow The Hidalgo 



County Travel Policy because of time constraints placed on official 



Sheriff’s Office business.



Cards will be used by personnel from Civil and Warrants on 




extradition trips, Jail Personnel on out-of-county inmate transports, 



Sheriff’s Deputy transports of persons with mental health problems to out-


of-county mental institutions, and  by investigators, deputies or other 


HCSO employees 
traveling on Official Sheriff’s Office business to 



include training as designated by 
the Sheriff and/or Chief Deputy.

5.14.02 Fuel Credit Cards Purpose



The Hidalgo County Sheriff’s Office will acquire and provide to those 


individuals operating a Sheriff’s Office Vehicle a fuel credit card for the 


purposes of fueling fleet vehicles while on out-of-county official Sheriff’s 


Office business or to fuel Rental Vehicles while on out-of-state 



travel on official Sheriff’s Office business or training.  In addition the 


employees 
will be authorized to utilize the fuel credit card within county 


limits during
times that the Sheriff’s Office fuel pumps are inoperable or in 

times of emergencies.  HCSO Administrators will request a sufficient 


number of fuel cards necessary for accomplishing the Sheriff’s Office 


mission from 
Commissioner’s Court through the Hidalgo County 



Purchasing Department. 

5.14.03
Card Security



Travel and Fuel Credit Cards will be kept in a secured location by the 


Sheriff’s Office Budget Officer (the “Budget Officer”) and by those ranking 


officers designated by the Sheriff and/or Chief Deputy when not being 


used for travel. When traveling, any person who is issued a Card(s), shall 


maintain the card(s) in their possession at all times and shall not allow 


anybody else to use the card(s).

5.14.04      
 Travel Card Procedures



The following procedures will be adhered to when use of the Travel Credit 


Card is required.

a. A Statement of Understanding (attached hereto) acknowledging the understanding of this policy, and the sanction for misuse must be signed and kept in a file by the budget Officer for each individual utilizing the Card.

b. A supervisor authorizing the trip shall estimate the ordinary and necessary expenditures to complete the travel and shall authorize expenditures which may be charged to the Card. Authorized expenditures should adhere as closely as possible to those expenditures authorized by the Hidalgo County Travel Policy.  This estimate shall constitute the trip budget (the “Trip Budget”) and shall be signed by both the traveling officer (s) and the supervisor authorizing the trip.

c. The Sheriff’s Office Budget Officer or the Division Captain or his designee, charged with securing a Card and the traveling officer shall each receive a copy of the Trip Budget. The Sheriff’s Budget Officer / Ranking Officer shall then log down the date, traveling officer’s name, badge number, Card number and the expected days of travel.  The traveling officer shall initial the log to acknowledge receipt of the Card.

d. If an emergency arises while the officer is traveling that requires expenditures in excess of the trip budget, the officer shall notify a Ranking officer (Lieutenant or above) within his division to authorize the emergency expenditure.

e. The Ranking officer authorizing an emergency expenditure shall notify the Budget Officer in writing and the supervisor who authorized the travel of the date, time, reason for expenditure and the amounts authorized at the earliest reasonable time.  The Budget Officer and the supervisor who authorized the trip shall file the notification of the emergency expenditure in the trip file.

f. Upon completion of the trip, the traveling officer shall present original receipts to the authorizing supervisor for reconciliation of the Trip Budget. 

g. The supervisor shall collect from the traveling officer any amounts charged to the Card that were not allowable or in excess of the Hidalgo County Travel Policy.  If funds are collected from the traveler for disallowed expenses, these funds shall be deposited at the County Treasurer’s Office. A receipt of such deposit shall be provided to the County Auditor along with other supporting documentation regarding the disallowed costs.  

h. The reconciled Trip Budget, original receipts, monies, and other documents shall be turned over to the Budget Officer as soon as possible, but in no event later than two (2) business days after conclusion of the trip.

i. The supervisor shall return all the Cards to the Ranking Officer Issuing the Card for placement in a safe or to the Budget Officer to ensure that the Card is secured and to minimize fraudulent transactions.  An entry will be made to the Sheriff’s Office Travel Log indicating the date the Card was returned and initialed by the Budget Officer / Ranking Officer charged with securing the Card.

j. The Budget Officer shall make copies of all Card receipts and place them in the trip folder for retention in the Budget Office’s files.  The original receipts shall be placed in a HCSO card folder in anticipation of a Card statement (billing).

k. When the Card statement is received, the Budget Officer shall reconcile the charges to the trip file.

l. If the trip budget is reconciled then the Budget Office shall cause to be delivered all documents necessary for payment to the County Auditors Office including a copy of the Final Travel Report. 

m. If the trip budget does not reconcile, then the Budget Officer shall notify the authorizing supervisor for resolution.  If the trip cannot be reconciled internally, then the Budget Officer shall notify the Credit Card Company and place in dispute any amounts that are determined to be in error.  The Budget Office shall deliver to the County Auditor’s Office an annotated copy of the billing statement showing amounts in dispute with a request for payment on undisputed amounts.

n. The Budget Officer shall deliver Card billings statements to the County Auditor’s Office within three (3) working days following receipt of the billing statement.  The County Auditor’s Office will make every effort in the normal course of business to process valid billing statements for payments prior to the payment due dates.

o. All funds for the Cards shall be in the appropriated budget balances in the appropriate accounts used for travel.  The HCSO shall monitor these accounts so that adequate funds are available at all times to pay Card balances.

5.14.05 Fuel Credit Card Procedures

a. SPENDING LIMIT




The HCSO will not set a spending limit on fuel charges due to the nature 



of operations of the HCSO.  The HCSO Budget Office will closely monitor 



monthly charges. 




b. Fuel Credit Card Controls




The HCSO will provide the Purchasing Department with a list of all HCSO 



vehicles that are authorized to be fueled with the HCSO fuel card.  In 



addition the HCSO will also provide the Purchasing Department with a list 



of all authorized HCSO employees that are authorized to operate a HCSO 


vehicle along with the employees’ unique HCSO number.  These two 



control numbers will be required to be entered when prompted at the fuel 



pump.  The Sheriff’s Office will also provide a unique number to be used 



to identify when a rental vehicle is being fueled. Vehicle and employee 



lists will be updated whenever there is a change in vehicles and/or 




personnel.  These updated lists will be submitted immediately to the 



Purchasing Department so that the master list will always be current. 



b. Personnel:  Cardholders who uses the fuel credit card assume the 
responsibility to use the card for official HCSO business.  Use of the 
card does not relieve the Cardholder of the responsibility to employ 
prudent practices and to observe rules and regulations governing the fuel 
credit card. 


      
With the issue of the fuel credit card, the Cardholder (person who signs 
out the card) is personally responsible for all items billed to the card, 
unless the card is reported lost or stolen.  The “Acknowledgement 
Statement” 
further explains these responsibilities.  In addition, the 
Cardholder is not relieved of their obligation until the return of the card to 
the HCSO Budget Office.




Cardholders will:

(1.) Complete and sign the Statement of Understanding recognizing receipt and understanding of the policies and procedures related to the use of the fuel credit card.

(2.) Secure the fuel credit card in the same manner as a personal charge card.

(3.) Only authorized Cardholders shall have access and use to the fuel credit card.

(4.) The Cardholder will have five (5) business days to respond to official inquiries regarding misuse of the card.  Responses to official requests must be in writing (E-mail is acceptable).

5.14.06
Sanctions



Any misuse of the card(s) will result in reasonable disciplinary actions that 


may include a combination of the following:

· Termination of Employment

· Payroll deduction of any unauthorized purchases and of any administrative costs associated with any unauthorized purchase.

· Reimbursement to Hidalgo County for unauthorized purchases and any administrative costs associated with the unauthorized purchase.

· Transfer of duty that does not involve or require the use of the Card.

· Limitation on the use of the Card and/or termination of the right to use the Card at anytime with or without cause.

· Other discipline as authorized by the Sheriff.

HIDALGO COUNTY SHERIFF’S OFFICE

TRAVEL CARD POLICIES

Statement of Understanding

I have read, understood and will abide by the Travel Credit Card Policy(the “Policy”).  I understand that the Travel Credit Card policy is designed to improve the management and control of official travel required for official business of the Hidalgo County Sheriff’s Office.

I further understand the issuance of a Card to me is an extension of the employer-employees relationship and that I am being specifically directed to:

· Abide by all policies, rules and understandings with respect to the 

          
Card;

· Use the Card only for those necessary and reasonable expenses incurred 
or authorized for the direct purposes of the Travel Credit Card Program.

· Make ABSOLUTELY NO personal use of the card.

· Reimburse Hidalgo County within one (1) business day of notification that 
a purchase 
made with the Card is not allowed under the Policy.

· Use the Travel Card only as anticipated in the Trip Budget.

· Use the Travel Card for purchases not anticipated in the Trip Budget only 
after contacting and obtaining approval from a Ranking Officer.

· Retain and submit original receipts for all users of the Card at the earliest 
possible time following completion of the trip, but in no case, later than two 
(2) business days after conclusion of the trip. 

· Keep the Card in my possession and control at all times when it is not in 
the HCSO safe.

· Allow no one else to use the Travel Card.

· Permanently surrender the Card when my duties no longer require the use 
of the Card.

· Submit a Final Travel Report to the appropriate individuals as required by 
the Hidalgo 
County Travel Credit Card Use Policy.

I agree to comply with the terms and conditions of the Hidalgo County Travel Policy and the Hidalgo County Credit Card Policy.  I understand that any misuse of the card will result in one or more of the following:

· Termination of employment.

· Payroll deduction of any unauthorized purchases and of any 
administrative cost 
associated with any unauthorized purchase.

· Reimbursement to Hidalgo County for unauthorized purchases and any 
administrative costs associated with the unauthorized purchase.

· Transfer of duty that does not involve or require use of the Card.

· Limitation on the use of the Card and/or termination of my right to use the 
Card at any 
time with or without cause.

· Other discipline as authorized by the Sheriff.

I certify that I have read, understood and agree to abide by the above and all other policies, procedures, features, and regulations that apply to the Hidalgo County Sheriff’s Office Travel Card Policy and Program.




 ____ 








Employee Signature


Employee No.


Date

Supervisor Signature


Employee No.


Date

Hidalgo County Sheriff’s Office

Fuel Credit Card Policy

Statement of Understanding

I acknowledge I have read, understood and will abide by the Hidalgo County Sheriff’s Office Fuel Credit Card Policy.  I understand that I may consult a Hidalgo County Sheriff’s Office supervisor regarding questions not clarified in this policy.

I further acknowledge that I am in possession of the HCSO Fuel Credit Card.  While the card is in my possession, I acknowledge that I am personally responsible for all items billed to the card.  I understand that the underlying objective of the Hidalgo County Sheriff’s Office Fuel Credit Card Policy is to eliminate misuse and abuse with the Fuel Credit Card and I shall not knowingly abuse this policy with any unauthorized transactions.  If any unauthorized transactions do occur, I will immediately reimburse the HCSO any such unauthorized charges.

I acknowledge that as a Cardholder, the HCSO “Standards of Conduct” applies and I understand that misuse and abuse of the credit card will result in one or more of the following:



■ Termination of Employment



■  Payroll deduction for unauthorized purchases and all associated costs



■  Limitations on the use of the credit card, and/or

■  Other disciplinary actions set by my supervisor

I certify that I have read, understood, and agree to abide by the above and will comply with the terms and conditions as set forth in the HCSO Fuel Credit Card use policy and all other applicable policies and procedures.  I also authorize payroll deductions for any unauthorized charges to the HCSO fuel credit card assigned to me.

_____________________

___________
___________

Employee Signature

Employee No.
Date

Supervisor Signature

Employee No.
Date

Modified and approved on March 26, 2008


