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PURPOSE: To consider adopting the attached new Purchasing Card Policies and Procedures.

NEED/ IMPACT: The City of Clarkston has been using purchasing cards for the acquisition of needed
goods and supplies for several years. Although the use of these cards has been effectively monitored, no
official purchasing card policy governing the use of these cards currently exist. Additionally, there are
currently no written procedures for employees that guide and govern this process. With the recent
media attention regarding potentially questionable use of purchasing cards in some of the surrounding
jurisdiction, it is prudent that the City of Clarkston adopt formal Purchasing Card Policies and
Procedures.

The attached Purchasing Card Policies and Procedures have been designed to allow for the direct
procurement of some purchases by authorized city employees through the use of a credit card. The
intent is to eliminate the need for small dollar requisitions, petty cash, and open orders. Using a
purchasing card will provide quicker turn-around time on orders, greater flexibility in ordering, and
reduced paperwork processing. The purchasing card concept is designed to delegate the authority and
capability to purchase some items directly to authorized staff person within the end user department.

Moreover, the Purchasing Card Program is intended to streamline and simplify the purchasing and
accounts payable functions by eliminating wastes and low value activities. The purchasing card is a tool
that reduces transaction costs, facilitates timely acquisition of materials and supplies, automates data
flow for accounting purposes, and offers flexible controls to help ensure proper usage.

RECOMMENDATIONS: Staff recommends the City Council adopt the attached Purchasing Card Policies
and Procedures.
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