TOWN OF HINESBURG
CREDIT CARD POLICY

DRAFT PROPOSAL

The Town of Hinesburg proposes the following policy for the use of the credit card for town
purchases.

1.) No employee shall make a purchase with the Town credit card without prior written approval of
the department head.

2.) All credit card purchases over the internet shall be implemented by the town clerk & treasurer’s
office. The employee or department head shall send the clerk’s office a link with the items they
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5.) Gas cards shall be managed by each department head. Each vehicle will have a specific card
associated with that vehicle. In addition, a log of all gas purchases, including employee name,
date & time, mileage & gallons shall be maintained for each vehicle. No employee shall use the
Town gas credit card for personal use. Each department head will review the charges on a
monthly basis.



