
COUNTY OF PRINCE EDWARD, VIRGINIA 

CREDIT CARD POLICY 

INTRODUCTION 

The purpose of this policy is to establish the responsibilities and guidelines for expenses 
processed using a credit card issued to certain individuals in Prince Edward County. Credit cards 
are an alternative approach to purchasing products and services. A credit card will not replace 
normal purchasing procedures, but will be used in instances where it is the most advantageous or 
cost effective. 

SCOPE 

This policy applies to administrative staff, who, with the approval of the County Administrator, 
have been issued a credit card. Credit card privileges may be rescinded at any time if policies 
and/or procedures are not followed. These procedures provide the guidelines under which 
cardholders may utilize a county credit card. 

GENERAL 

1. Credit cards are to be used by authorized county personnel to transact county business in a
more efficient manner.

2. Cardholders must follow the County Procurement Policy.

3. It is the card user's responsibility to ensure that vendors are advised that, as a governmental
agency, Prince Edward County is exempt from sales tax for purchases of tangible personal
property or services excluding lodging, meals and basic consumption use items. The
cardholder must take appropriate measures to ensure that the County is not charged tax on
purchases. The Virginia Sales and Use Tax Certificate of Exemption (Form ST-12) is
available in the Finance Office.

4. Cash advances of any kind linked to the County credit cards are strictly prohibited.

5. Personal expenses of any kind are strictly prohibited.

6. If by unintentional causes, personal expenses are incurred, the purchaser will be personally
liable for those transactions and must reimburse the County immediately for personal
expenses incurred.

7. A cardholder found to have used a card for personal expenses may be subject to disciplinary
action.

8. Cards are not to be linked to any form of loyalty points program.
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