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HIGHWAY 14 REGIONAL
WATER SERVICES COMMISSION

POLICY AND PROCEDURE
HANDBOOK

ADMINISTRATION

POLICY: PURCHASING
Policy ADM 1.05

Highway 14 Regional Water is committed to purchasing services and goods
in a fair and ethical manner to all vendors. This policy is established to
ensure proper control is maintained when purchasing supplies or
equipment to make the best business decision(s) for the benefit of Highway
14 Regional customers.

PURCHASING AUTHORITY

Department Heads will authorize any purchases made. It is the
department head’s responsibility to ensure that all expenditures
authorized are within approved budgets. If the expenditure exceeds the
budgeted amount authorization from the Commission Board is
required.

CORPORATE CREDIT CARD USE

The corporate credit card provides staff authorized by the department
heads with alternative methods for purchasing low-dollar value goods
and services that are convenient and efficient.
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Details:

The credit Cardholder Acknowledge and Responsibilities Agreement
Form must be signed before the card is given to the employee.

The cardholder shall be responsible for its protection and custody.

Transactions Not Permitted:

Personal purchases, cash advances, money orders or bank drafts.
Standard merchant category exclusions (e.g., liquor, tobacco, cannabis,
gambling, pornography).

Transactions are to be handed in monthly to their supervisor, and must
be complete with copies of purchase information including, receipts
showing the item purchased and the amount, as well as point-of-sale
transaction verification slips showing the credit card used and a tip of
up to 15% for meal expenses.

If a receipt is lost or misplaced, the employee must fill out a Lost
Receipt Declaration Form and hand that in to their supervisor for
approval.

Credit Cards shall be issued with limits and assigned as follows:
CAO and all managers of department heads, $10,000,
Operations staff $3,000 and other employees as assigned $2,000.

If the credit card is lost or stolen or compromised the cardholder shall

notify the card administrator and the card will be canceled
immediately, and replaced.
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Ineligible or non-compliant expenses may be invoiced back to the
cardholder, this is at the discretion of the head supervisor or CAO.

Unauthorized or wrongful use may be subject to disciplinary action up
to and including termination.
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