County Credit Card Policy and Procedures
PURPOSE:
To establish the process for the determination of initial revenue areas approved to accept credit/debit cards, and related procedures in accepting, receipting and accounting for credit/debit card transactions.

ORGANIZATIONS AFFECTED:
All Departments/General Public

POLICY:
This procedure shall apply to all departments that accept payments for goods and services rendered by the County and intend to accept credit/debit cards for payment.

DEFINITIONS:

Credit Cards-A plastic card used to initiate a credit transaction for the purchase of goods and services.
Debit Cards-A plastic card used to initiate a debit transaction for the purchase of goods and services.
Receipt-A verification document to be printed duplicate and presented to the customer before credit card payment can be accepted.  
Address Verification Service (AVS)-A risk management tool that enables the County to verify the billing address of a customer presenting a credit/debit card for payment.  An AVS request is included with the transaction authorization request.  A code is returned by the Issuers indicating whether the address given by the cardholder matches the address in the Issuers file.  A partial or no-match indicates a fraud risk.

Card Verification Value (CVV)-A unique value calculated from the data encoded on the magnetic strip on a credit/debit card, validating card information during the authorization process.  The 3 digit, non-embossed number printed on the signature panel on the back of the card immediately following the last four digits of the credit/debit card account number.
Issuer-Financial institution that issues credit/debit cards to cardholders and with which each cardholder has an agreement to repay the outstanding debt on the card. 

Chargeback-A processed transaction that is later rejected by the customer and returned to the Acquirer.   
PROCEDURE:

INTRODUCTION


This procedure is established to provide standards for the acceptance of credit/debit 
cards.  Departments will not charge a convenience fee for accepting credit/debit cards.  
The General Fund will absorb the processing cost associated with these payments. 

INTIAL DETERMINATION OF CREDIT/DEBIT CARDS


Departments wishing to consider the acceptance of credit/debit cards as revenue activity 
should perform an initial feasibility study to determine the level of need and the financial 
and operational impacts of offering credit/debit cards.  The Finance Department can 
assist in this effort.  Final plans must be approved by the Finance Officer before 
implementation.  

DEPARTMENTS RESPONSIBLITITES

Departmental responsibilities in the acceptance of the credit/debit cards include the following:
· Funding the initial equipment lease.
· Installation of equipment and training of employees.
· Management of the system, including the following: required receipting, procedures, reconciliation, charge-backs, and communication with the processor.

PROCESSING PROCEDURES
The following procedures should be followed in accepting credit/debit cards in the course of business:
· Credit/debit cards may be accepted when the cardholder is present in person or through the telephone transmittal of card numbers.  
· Processing equipment should be procured to allow customer data entry, swiping of cards, and automatic verification/approval by the processing company.
· Two receipts must be printed, one must be maintained by the County that is an original signed copy and the other is the customer receipt.  If paid by telephone the customer must be mailed a receipt.

· For credit/debit card payments, the application must validate the credit card number and the expiration date.  As added measures of protection against fraud, unless impossible or unfeasible, the application should also validate the Card Verification Value (CVV) and/or verify that the billing address (AVS) matches that of the cardholder.

· In order to avoid costly attempts at authorization and for fraud prevention, the application should release the session from memory after three failed attempts at authorization. 

ACCOUNTING PROCEDURES

· A daily accounting process must be established to reconcile and record credit/debit card receipts. 
· A daily report of bank deposit is required for all credit/debit card receipts.  These are due to finance at the end of each day or early morning next day.  

CARDHOLDER PROBLEMS, REFUNDS, AND/OR DISPUTED ITEMS

· Departments are responsible for resolving and/or collecting on disputed or returned items that may occur.  In the event that items remain unresolved after departmental efforts with cardholders or other processing problems, departments should notify the Finance Director of problems within a reasonable amount of time in order to obtain assistance in resolutions and accounting requirements.
· Departments should be responsible for initialing refunds in the same manner as received when practical.  For example, a credit card payment should be issued a credit card refund.  All refund information should still come to Finance for proper posting to the revenues.

This policy shall be effective as of the __________________ day of August, 2008.

____________________________________

Jerry Myers

County Manager

