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ZIONSVILLE

FOR ALL THE RIGHT REASONS

THIS PUBLIC MEETING WILL BE CONDUCTED PURSUANT TO
GOVERNOR ERIC J. HOLCOMB’S EXECUTIVE ORDERS 20-02,
20-04 AND 20-08 AND GOVERNOR HOLCOMB'’S EXERCISE OF
HIS POWERS UNDER INDIANA’S EMERGENCY MANAGEMENT
AND DISASTER LAW, IND. CODE 10-14-3, et seq. ADDITIONAL
INFORMATION REGARDING THE MEETING IS PROVIDED IN
THE ANNEX PUBLISHED WITH THIS NOTICE.

ANNEX TO PUBLIC NOTICE FOR THE JULY 20, 2020
REGULAR MEETING OF THE ZIONSVILLE TOWN COUNCIL

In his Executive Orders 20-02, 20-04 AND 20-08 (collectively, the “Executive Orders”),
Governor Eric J. Holcomb has ordered all political subdivisions of the State of Indiana to limit public
gatherings and to implement the Centers for Disease Control and Prevention’s and the Indiana
State Department of Health's recommended virus mitigation strategies. The Executive Orders
suspend certain requirements for Essential Governmental Functions that facilitate Essential
Infrastructure with respect to public meetings and open door laws, including suspending physical
participation requirements by members of public agency governing bodies and permitting public
attendance through electronic means of communications. As a political subdivision of the State
of Indiana, the Zionsville Town Council must comply with the Executive Orders throughout the
duration of the COVID-19 Public Health Emergency. According, all public meetings of the Town
Council shall be conducted in the following manner until the end of the COVID-19 Public Health
Emergency:

1. Members of the public shall have the right to attend Town Council Public Meetings via the
following forms of electronic communication:

Please click the link below to join the webinar:

https://us02web.zoom.us/j/977619752

Or iPhone one-tap :
US: +13126266799,,977619752# or
+16465588656,,977619752#


https://us02web.zoom.us/j/977619752

Or Telephone:
Dial(for higher quality, dial a number based on your current location):

US: +1 312 626 6799 or
+1 646 558 8656 or
+1 301 715 8592 or
+1 346 248 7799 or
+1 669 900 9128 or
+1 253 215 8782

Webinar ID: 977 619 752

International numbers available: https://us02web.zoom.us/u/kbghA58UC

ZIONSVILLE TOWN COUNCIL
MEETING AGENDA
FOR
MONDAY, JULY 20, 2020 AT 7:30 A.M.
ELECTRONIC MEETING
1100 West Oak Street

. OPENING

A. CALL MEETING TO ORDER
B. PLEDGE OF ALLEGIANCE

. APPROVAL OF THE MEMORANDUM OF THE JULY 6, 2020 REGULAR MEETING (Copy
Posted)

Documents:
TOWN COUNCIL MEMORANDA FOR JULY 6,2020.PDF

. REQUEST TO SPEAK

. OLD BUSINESS

. NEW BUSINESS

A. CONSIDERATION OF AN ORDINANCE TO AMEND THE TOWN OF ZIONSVILLE
ZONING MAP PLAN COMMISSION PETITION NO. 2020-08-Z

Documents:

ORDINANCE 2020-06 PROLOGIS.PDF

B. CONSIDERATION OF A RESOLUTION TO ADOPT THE PURCHASING CARD POLICY
AND PROCEDURES MANUAL

Documents:

PCARDMANUALJULY2020.PDF
RESOLUTION 2020-10 P CARD.PDF

. OTHER MATTERS


https://us02web.zoom.us/u/kbqhA58UC

7. APPROVAL OF CLAIMS

8. ADJOURN

The next regular Town Council meeting is scheduled for Monday, August 3, 2020 at
7:00 p.m. Determination of the need for an electronic meeting will be evaluated prior
to the meeting and final notice will be posted in compliance with the Indiana Open
Door Law. In his Executive Orders 20-02, 20-04 AND 20-08 (collectively, the
‘Executive Orders”), Governor Eric J. Holcomb has ordered all political subdivisions
of the State of Indiana to limit public gatherings and to implement the Centers for
Disease Control and Prevention’s and the Indiana State Department of Health's
recommended virus mitigation strategies. The Executive Orders suspend certain
requirements for Essential Governmental Functions that facilitate Essential
Infrastructure with respect to public meetings and open door laws, including
suspending physical participation requirements by members of public agency
governing bodies and permitting public attendance through electronic means of
communications. As a political subdivision of the State of Indiana, the Zionsville
Town Council must comply with the Executive Orders throughout the duration of the
COVID-19 Public Health Emergency. If an electronic meeting format is selected,
members of the public shall have the right to attend Town Council Public Meetings via
the following forms of electronic communication. A zoom link will be provided in the
meeting notice.


http://www.zionsville-in.gov/fae67fa2-780f-4885-8293-2354f32f6258

ZIONSVILLE

FOR ALL THE RIGHT REASONS

ZIONSVILLE TOWN COUNCIL
MEETING MEMORANDA
FOR
MONDAY, JULY 6, 2020 AT 7:00 P.M.
ELECTRONIC MEETING

This meeting was conducted pursuant to Governor Eric J. Holcomb’s Executive Orders 20-02, 20-04 and 20-08 and
Governor Holcomb’s Exercise of his powers under Indiana’s Emergency Management and Disaster Law, Ind. Code

10-14-3, et seq.
Additional information about this meeting was provided in the annex published with the Agenda

Date of Preparation: July 8, 2020

1.

2.

OPENING

A. Call meeting to order

B. Pledge of Allegiance

C. Municipal Relations Coordinator Amy Lacy took Council attendance.
Council Members Present: Josh Garrett, President; Bryan Traylor, Vice-President; Brad Burk, Alex Choi, Joe
Culp, Craig Melton and Jason Plunkett
Also present: Heather Willey, Town Council Attorney; Amy Lacy, Municipal Relations Coordinator and
Town Department Staff.

APPROVAL OF THE MEMORANDUM OF THE JUNE 15, 2020 REGULAR MEETING (copy posted)
COUNCIL ACTION: Councilor Plunkett moved to approve the Memoranda of the June 15, 2020 Town Council
Meeting.

Councilor Choi seconded the motion.

Ms. Lacy took a roll call vote:

ROLL CALL VOTE:

PRESIDENT GARRETT Yea
VICE-PRESIDENT TRAYLOR Yea
COUNCILOR BURK Yea
COUNCILOR CHOI Yea
COUNCILOR CULP Yea
COUNCILOR MELTON Yea
COUNCILOR PLUNKETT Yea

The Memoranda of the June 15, 2020 meeting was approved by a vote of seven in favor, zero opposed. (7-0)

REQUEST TO SPEAK

Zionsville resident Craig Triscari spoke in opposition to the VVan Trust project, stating that VVan Trust had failed to run
eight-inch water lines into Saratoga Springs as promised and was still in violation of its commitment letter. Mr.
Triscari again read a portion of Resolution 2020-07, a resolution declaring an economic revitalization area and
approving an application for property tax abatement, aloud. He expressed his disagreement and concerns with it. He
also expressed his disagreement of the terms of the Tax Abatement Agreement.

4. OLD BUSINESS

There was no old business to discuss.



5.

NEW BUSINESS

A. ARESOLUTION TO CALL FOR SOCIAL JUSTICE

Resolution 2020-08

Councilor Choi presented Resolution 2020-08, stating that the resolution was in response to the police
brutality incident in Minnesota resulting in the death of George Floyd in May. He said that there are still
issues and prejudices present in how we address our Black community and other minorities.

Councilor Choi stressed that the Zionsville community and the Town Council have a responsibility to
ensure Black residents and neighbors feel welcome and protected in Zionsville and that with this
resolution we take steps to be a community that is inclusive and welcoming to all.

President Garrett gave a further explanation of the resolution and its support of the Black Lives Matter
movement. He gave further information about the motives in creating the resolution and expressed his
support. Discussion in support of the resolution among the Councilors followed. The positive diversity
initiatives of Zionsville Police Chief Michael Spears were also noted.

COUNCIL ACTION: Councilor Choi moved to approve Resolution 2020-08. Councilor Culp seconded
the motion.

Ms. Lacy took a roll call vote:

ROLL CALL VOTE:

PRESIDENT GARRETT Yea
VICE-PRESIDENT TRAYLOR Yea
COUNCILOR BURK Yea
COUNCILOR CHoOI Yea
COUNCILOR CULP Yea
COUNCILOR MELTON Yea
COUNCILOR PLUNKETT Yea

Resolution #2020-08 was approved by a vote of seven in favor, zero opposed. (7-0)

A CONFIRMATORY RESOLUTION OF THE TOWN OF ZIONSVILLE, INDIANA FOR THE
DESIGNATION OF AN ECONOMIC REVITALIZATION AREA AND APPROVAL OF REAL
PROPERTY TAX ABATEMENT APPLICATION AND A TAX ABATEMENT AGREEMENT
(VANTRUST REAL ESTATE, LLC)

PUBLIC HEARING

Resolution 2020-09

Attorney Matt Price, representing developer VVan Trust, presented Resolution 2020-09 and the Tax
Abatement Application and Agreement. He gave an overview of the proposed Economic Revitalization
Area and the developer’s plans and their commitments. He noted that the project represented an
investment of approximately 48 million dollars, stating that with the abatement they were requesting, the
property would generate over 3.2 million dollars in taxes over the next ten years.

He stated that the Tax Abatement Agreement was a typical and standard agreement and it that it did not
affect any residential area but only the revitalization area.

With Proof of Publication for a Public Hearing noted, President Garrett opened the Public Hearing for
comment.

Craig Triscari spoke in opposition to the structure of the Tax Abatement Agreement, stating that it was
not favorable to Zionsville. He also expressed disapproval of the Van Trust project. President Garrett
cautioned Mr. Triscari to limit his comments to the subject of the Public Hearing, the Tax Abatement.
Mr. Triscari offered further comments regarding the abatement structure, saying Zionsville would be
leaving money on the table.

With no further public comment, President Garrett closed the Public Hearing.

Discussion followed, including discussion on the structure of the Tax Abatement Agreement. Councilor
Choi stated that the ten year traditional abatement schedule proposed in the Tax Abatement Agreement
offered by Van Trust resulted in a 49 %% discount when abatements were added up over the course of



the ten year period, as opposed to 55% with the ten year even declining abatement referred to by Mr.
Triscari. Attorney Jeff Jacob, representing residents of Saratoga Springs, and Van Trust attorney Matt
Price answered questions from the Council.

COUNCIL ACTION: President Garrett moved to approve both Resolution #2020-09

and the Tax Abatement Agreement in a single vote.

Councilor Melton seconded the motion.

Ms. Lacy took a roll call vote:

ROLL CALL VOTE:

PRESIDENT GARRETT Yea
VICE-PRESIDENT TRAYLOR Yea
COUNCILOR BURK Yea
COUNCILOR CHOI Yea
COUNCILOR CULP Yea
COUNCILOR MELTON Yea
COUNCILOR PLUNKETT Yea

Resolution #2020-09 and the Tax Abatement Agreement were approved by a vote of
seven in favor, zero opposed. (7/0)

6. OTHER MATTERS
There were no other matters to discuss.

7. APPROVAL OF CLAIMS
COUNCIL ACTION: President Garrett moved to approve claims as presented. Vice-President Traylor seconded the

motion.

Ms. Lacy took a roll call vote:

ROLL CALL VOTE:

PRESIDENT GARRETT Yea
VICE-PRESIDENT TRAYLOR Yea
COUNCILOR BURK Yea
COUNCILOR CHOI Yea
COUNCILOR CULP Yea
COUNCILOR MELTON Yea
COUNCILOR PLUNKETT Yea

Claims were approved by a vote of seven in favor, zero opposed. (7-0)

8. ADJOURN

COUNCIL ACTION: Councilor Plunkett moved to adjourn the meeting. Councilor Choi seconded the motion.
Director Lacy took a roll call vote:

ROLL CALL VOTE:

PRESIDENT GARRETT Yea
VICE-PRESIDENT TRAYLOR  Yea
COUNCILOR BURK Yea
COUNCILOR CHOI Yea
COUNCILOR CULP Yea
COUNCILOR MELTON Yea
COUNCILOR PLUNKETT Yea

The motion was approved by a vote of seven in favor, zero opposed. (7-0)
The next regular Town Council meeting is scheduled for Monday, July 20, 2020 at 7:30 a.m. The meeting will be
conducted electronically. Members of the public shall have the right to attend Town Council Public Meetings via
electronic communication. A Zoom link will be provided in the meeting notice.

Respectfully Submitted,

Amelia Lacy, Municipal Relations Coordinator
Town of Zionsville
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ZIONSVILLE

FOR ALL THE RIGHT REASONS

CERTIFICATIONTO
THE TOWN COUNCIL
OF THE TOWN OF ZIONSVILLE, BOONE COUNTY, INDIANA

June 17, 2020

To the Town Council of the Town of Zionsville, Indiana:

Be it advised that, pursuant to Indiana Code 36-7-4, on June 15, 2020 the Town of
Zionsville Advisory Plan Commission (the "Commission"), by a vote of 6 in favor and 0

opposed, gave aFavorable Recommendation to proposal 2020-08-Z to amend the Zoning Map
(the "Map") of the Town of Zionsville (Legal Description attached, "Exhibit A"). Proposal

2020-08-7Z recommends that 76+ acres described in the Petition be rezoned from the Rural
(AG) Agricultural Zoning District to the Rural (I1) Industry Zoning District

The Town of Zionsville Advisory Plan Commission hereby certifies proposal #2020-08-Z
to amend the Zoning Map (a copy of which is attached to this Certification and incorporated
here by this reference, "Exhibit B'") to the Town Council of Zionsville, Indiana, with a
Favorable Recommendation.

TOWN OF ZIONSVILLE
ADVISORY PLAN COMMISSION

G

Dav% L. Franz, President

e Depy e e,
Attest: =

Wayne DeLong, AICP, CPM
Director of Planning and Economic Development
Secretary, Town of Zionsville Advisory Plan Commission

Exhibit 1
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Exhibit A
Bstate of Ruth Everett — Ray Keith Everett, Jr.

A part of'thie West lialf of the Northeast Quarter of Section 34, Township 18 North, Range 1
Eust, in Perry Township, Boone County, Indiang, described as follows:

Comnencing at the Southwast comer of safd half quarter séotion marked by a ratlroad spike;
thenee North 00 degrees 39-minutes 46 seconds West (grid bearing) 1824.33 feet to a 5/8 inch
rebar with red cap stamped Firm #0066 (heroafter referred to ns rebac) at the point of beginning;
thenee North 00 degrees 39 mimifes 46 seeonds West, along said West line 830,00 feetto.a
hatrison monument merking the Northwest comer of said half-quarter section; thence North 88
degress 42 minutes 30 seconds East 1330.18 feet to the Northeast comer of said half quarter
section; thence South 00 degrees 42 minutes 28 econds Bast, along the East line of sald half-
quarter teclion, $30.00 feet to a point being North 88-degrees 42 mimutes 30 seconds Bast 27.26
feet from & robar on the West right of way line on State Road 267; thence South 88 degrees 42
minutes 30 minntes West 1330,34 feel to the point of bejzifining, containing 25.351 dcres, more
orless,

Address; 5190 8. SR 267, Lebanor, IN 46052
Part of Parcel no. 008-01830-00

WIN Aema = s
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Exhibit A
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Exhibit A.
Estate of Ruth Everett — Ramona Everelt- Seymaotir

A part of the Weat balf of the Northeast Quarter of Section 34, Township 18 North, Range 1
East, in Perry Township, Boone Cotinty, Indiana, described as follows:

Commencing at the Southwest comeér of said half quarler section marked by @ railroad spike;
thénee North 00-degrees 39 minutes 46 seconds West (grid bearing) 994.33 feet to a 5/8 irich
Yebar with rad cap stamped Firm #0066 (hereaRer referred to as rebarkat the point of beginning;
theriee North 60.degrees 39 minutes 46 seconids Westalong said West line 830:00 feettoa
tabar; thence North 88 degrees 42 minutes 30 seconds East 1330.84 feet to a point on the East
line of said halfquarter section feing North 88 degrees 42 minwigs 3( seconds 27,26 feet frdm 2
rebar om the West right of way line of State Road 267; thence South 00 degrees 42 minutes 28
seconds Fast, along said East line, 830.00 feet to a poirit being North 88 degrees 42 minutes 30
seconds Fast 28,68 feet from a rebar on the West right of way ling of State Road 267; thenee
South 88 degrees 42 minutes 30 geconds West 1331.49 feet fo the point of beginning, containing
25,363 deres, more or less.

Address: 5190 8, SR.267, Lebanon, IN 46052
Part of Parce! no. 003-01830-00

FEN2 T A P T L 1.

Exhibit A
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Exhibit A
Estate of Ruth Everett — Aaron Walker Evarett

A part of the West half of the Northeast Quarter of Section 34, Township 18 North, Range']
East, in Perry Township, Boone County, Indiana, described as follows:

Beginning at the Southwest corner of said half quarter section marked by a milroad spike; thence
North 00 degrees 39 minuies 46 seconds West (grid bearing) 994.33 feet to a 5/8 inch rebiar with
ted.cap stamped Fifm #0066 (hereafter referred to as rebar); thence North 88 degrees 42 minutes
30.s¢conds East 1331.49 feet fo the Bast line of said half-quarter sgetion heing North 88-degrees
A2 minutes 30-seconds 28.68 feet from a rebar on the Westright of way fine of State Road 267;
thence South 00 deprees 42 minutes 28 seconds East, along said Fast line {o a point being 330.00
feet North of the Southeast camer of said half quarter section; thence South 88 degrees 43
minutes 27 seconds West, parallel with the Sonth line.of said half quarter section 660,00 feel;
thence Sauth 00 dégrees 42 mimiites 28 seconds Bast, perallel with-sald East line, 330.00 feet to a
point on said South line; thefice Sotth 88 degrees 43:minutes 27 secands West 672,25 feet to the
point of beginning, conteining 25.407 acres, more or less.

Address: 5190 8. SR 267, Lebanon, IN 46052
Part of Pareel no. 008-01830-00

Py L LI T

Exhibit A




TOWN OF ZIONSVILLE )

ZONING MAP
JANUARY 1, 2015
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ORDINANCE NO. 2020-06_

OF THE
TOWN OF ZIONSVILLE, INDIANA

AN ORDINANCE TO AMEND THE
TOWN OF ZIONSVILLE
ZONING ORDINANCE

FORTHE
TOWN OF ZIONSVILLE,

BOONE COUNTY, INDIANA

AND FIXING A TIME WHEN THE SAME SHALL
TAKEEFFECT

Plan Commission Petition No.
2020-08-Z

WHEREAS, [.C. § 36-7-4, et seq., empowers the Town of Zionsvilie Advisory Plan Commission,
Boone County, Indiana, to hold public hearings and make recommendations to the Town Council of the
Town of Zionsville, Boone County, Indiana, concerning ordinances forthe zoning and districting of all
lands within the incorporated areas of the Town of Zionsville, Boone County, Indiana: and;

WHEREAS, in accordance with1.C. 36-7-4-600 et seq., the Town of Zionsville Advisory Plan
Commission, Boone County, Indiana conducted a public hearing on June 15, 2020 to consider a proposal
to amend the Town of Zionsville Zoning Ordinance for the Town of Zionsville, Boone County, Indiana,
(the "Ordinance"); filed as petition 2020-08-Z; and,

WHEREAS, the Town of Zionsville Advisory Plan Commission certified the proposal to amend
the Ordinance to the Town Council of the Town of Zionsville, Boone County, Indiana, with a favorable
recommendation on June 17,2020 (Exhibit 1); and,

WHEREAS, the Town Council of the Town of Zionsville, Boone County, Indiana,
considered the Proposal to amend the Ordinance at its regular meeting on
. 2020.

NOW, THEREFORE,BE IT ORDAINED BY THE TOWN COUNCIL OF THE
TOWN OF ZIONSVILLE,BOONE COUNTY, INDIANA,IN ACCORDANCE
WITH I1.C.36 7-4-600 et.seq., AND ALL ACTS AMENDATORY AND
SUPPLEMENTAL THERETO, AS FOLLOWS:

1. Official Zone Map Amendment

The Official Zone Map of the Town of Zionsville Zoning Ordinance is hereby amended to rezone
the Property located in the Town of Zionsville, illustrated and listed on Exhibit B to the attached
Certification, from its Rural (AG) Agricultural Zoning District to the Rural (I1) Industry Zoning
District



Such Property shall be subject to the conditions and restrictions adopted and imposed
by the Zionsville Plan Commission, if any.
(a) The Director of Finance and Records and Staff are directed to comply with Section 194.182
of the Zoning Ordinance by taking all actions required thereby to implement this Zone Map
Amendment.
2. Construction of Clause Heading: The clause headings appearing herein have been provided for
convenience and reference and do not purport and shall not be deemed to define, limit or extend the
scope or intent of the clause to which they appertain.

Section 2. Savings Clause: If any title, section,subsection, phrase, clause, sentence, or word of this
Ordinance shall for any reason be held invalid or unconstitutional by a court of competent jurisdiction,
the remainder of the Ordinance shall not be affected thereby and shall remain in full force and effect.

Section3. Construction of Clanse Headings: The clause headings appearing hereinhave been
provided for convenience and reference and do not purport and shall not be deemed to define, limit or
extend the scope or intent of the clause to which they appertain.

Section 4. Repeal of Conflicting Ordinances: The provisions ofall other Town ordinances in conflict
with the provisions hereof, if any, are of no further force or effect and are hereby repealed.

Section 5. Severability: If any part of this Ordinance shall be held invalid, such part shall be
deemed severable and the invalidity thereof shall not affect the remainder of this Ordinance.

Section 6, Duration and Effective Date: The provisions of this Ordinance shall become and remain
in full force and effect upon adoption and publication according to Indiana Law and until its repeal by
ordinance.

Introduced and filed onthe _ z5#4  day of ¢/pa= . 2020. A motion to consider on First

Reading was sustained by a vote of ___ in favorand __ 42 opposed, pursuant to
Indiana Code 36-5-2-9.8.

DULY PASSED AND ADOPTED this day of 2020, by the
Town Council of the Town of Zionsville, Boone County, Indiana, having been passed by a vote of

in favor and opposed.



TOWN COUNCIL OF THE TOWN OF ZIONSVILLE,
BOONE COUNTY, INDIANA

YEA NAY
Signature Signature

Josh Garrett,
President

Bryan Traylor,
| Vice-President

Alexander Choi,
Member

Joe Culp,
Member

Brad Burk,
Member

Craig Melton,
Member

Jason: Plunket,
Member

I hereby certify that the foregoing Resolution was delivered to the Town of Zionsville Mayor Emily Styron on the
day of 2020, at m.

ATTEST:
Amelia Lacy, Municipal Relations Coordinator

MAYOR’S
APPROVAL

Emily Styron, Mayor DATE

MAYOR’S
YETO

Emily Styron, Mayor DATE
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I. OVERVIEW

The purpose of the Town of Zionsville Purchasing Card Program is to establish a more efficient, cost effective
method of purchasing and paying for goods and services within established limits. This program is designed to
reduce the number of purchase orders and checks issued, thereby enhancing efficiency and cost-cutting
measures within the Town.

The Purchasing Card is NOT intended:

¢ to avoid or bypass Town or State procurement or payment policies and procedures.
4 to be used for entertainment purchases.
¢ for personal use.

The Town Purchasing Card Program (TPC) will be administered by the Purchasing Card Coordinator. The TPC
Program is contracted through JP Morgan Chase, with MasterCard as the card brand.

Transaction and billing cycle limits will be determined prior to distribution of Purchasing Cards. Each Department
Purchasing Card Coordinator may submit requests to the Purchasing Card Coordinator for lower limits or higher
limits with proper justification.

Any vendor falling within the purchasing guidelines is considered a potential vendor of the Purchasing Card. It is
likely that any vendor currently utilized as a source for commodities will accept the Purchasing Card. Some
vendor types may be blocked from usage with the Purchasing Card. If the card is presented to a blocked vendor,
the transaction will be declined.

Each cardholder is responsible for the security of their card. The card is issued by name and any purchases made
against the card will be the cardholder’s responsibility. Use of the card not in accordance with established
guidelines may result in personal liability. If you have any questions about the program or need additional
information, please contact the Purchasing Card Coordinator.

The Purchasing Card commits taxpayer funds each time it is used by a cardholder. This is a responsibility that
cannot be taken lightly. If you suspect fraud or misuse was committed with a Town Purchasing Card, you must
report it to the Purchasing Card Coordinator.

[I. PROGRAM ADMINISTRATION

The Town of Zionsville Purchasing Card Program is administered by the Department of Finance and Records.
Purchasing Card policy questions and comments can be directed to the Town Purchasing Card Coordinator,
Tammy Havard, thavard@zionsville-in.gov or to the Town Purchasing Card Administrator, Cindy Poore,
cpoore@zionsville-in.gov. The Purchasing Card Coordinator may assign any responsibilities of the TPC Program
to the Purchasing Card Administrator.

[ll. PROGRAM RESOURCES

Town Purchasing Card Website
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The Town maintains an informational website on Purchasing Cards on the Town Intranet
https://zionsvillein.sharepoint.com/sites/PCard. Visit the site for up-to-date news regarding the Purchasing
Card Program, training information, and quickly locate program contacts.

IV. CARD USE PROCEDURES

Obtaining a Card

Employees receiving a Town Purchasing Card for official Town business purchasing must read and understand the
terms and conditions outlined in the Town Purchasing Card Policy and Procedure Manual and the Town
Purchasing Card Cardholder Agreement (Appendix 3). The employee’s signature on the Town Purchasing Card
Cardholder Agreement indicates they understand the intent of the Town Purchasing Card program and agree to
adhere to the established guidelines.

Contact the Purchasing Card Coordinator to obtain the necessary approval. The Purchasing Card Coordinator will:

¢ coordinate or provide the employee with cardholder training.
* notify the cardholder when the card is available.

Decline of Card

Any vendor falling within the purchasing guidelines is considered a potential vendor of the Town Purchasing Card,
even if they do not accept credit cards today. If a vendor does not currently accept credit cards for payment,
complete a Vendor Non-Acceptance Form (Appendix 7) and forward it to the Purchasing Card Coordinator. The
Purchasing Card Coordinator will submit the information to JP Morgan Chase, who will contact the potential
vendor regarding the acceptance of the Town Purchasing Card.

If the card is declined, the cardholder may contact JP Morgan Chase Customer Service at 1-800-316-6056. JP
Morgan Chase will assist cardholders in determining if the card was declined due to blocking of the vendor, or
exceeding the monthly cycle limit or single transaction limit imposed on the card, etc. The cardholder may also
contact the Purchasing Card Coordinator for assistance. Please note, JP Morgan Chase staff will not make
changes to any card accounts without designated Purchasing Card Coordinator approval.

Card Renewal
A renewal card will be automatically issued before the card expiration date. Cards do not expire until the end of
the month of expiration. The Purchasing Card Coordinator will notify cardholders when the renewal card is

available.

Card Cancellation / Closing Accounts

To cancel a card, personally deliver your card to the Purchasing Card Coordinator with a completed Action
Request Form (Appendix 5) requesting to cancel. The Purchasing Card Coordinator will process the card
cancellation through JP Morgan Chase.

Card usage will be monitored and card privileges can be rescinded if card violations occur. The Purchasing Card
Coordinator reserves the right to cancel cards at any time.
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Card Changes

Changes can be requested by contacting the Purchasing Card Coordinator and completing an Action Request
Form (Appendix 5). The Purchasing Card Coordinator will process the card changes through JP Morgan Chase.

Reporting a Lost or Stolen Card

If a Purchasing Card is lost or stolen, immediately notify all of the following:

4 JP Morgan Chase at 1-800-316-6056.

4 Purchasing Card Coordinator or Administrator at Tammy Havard-Office 317-344-1170/Mobile 317-370-1204 or
Cindy Poore-Office 317-733-2809/Mobile 317-517-3073.

Immediate notification of a lost or stolen Purchasing Card will prevent the cardholder from being held personally

responsible for the payment of unauthorized transactions.
V. CARDHOLDER RESPONSIBILITIES
General

Cardholders are responsible for the security of their Purchasing Card and the transactions made against them.
The card is issued by name and any purchases made against the card will be the cardholder’s financial
responsibility. Use of the card not in accordance with established guidelines can result in personal liability and/or
disciplinary actions.

Appendix 1 discusses allowable purchases with the Town Purchasing Card. Appendix 2 provides examples of
items that are unallowable/excluded purchases. However, Appendices 1 and 2 are intended to offer guidance
and do not represent all-inclusive lists of items. Department policy may be more restrictive than Town policy.
Follow your department’s established guidelines of allowable charges. Questions concerning the appropriateness
of a purchase should be directed to your supervisor and/or Purchasing Card Coordinator prior to using the card.

PayPal & Online Payment Processors

Certain instances may require a transaction on the Purchasing Card with a third-party or online payment
processor, such as PayPal. For example, the only vendor offering a particular product or service does not accept
credit card payments, although they do accept PayPal. Due to the risk of fraud or misuse associated with these
types of vendors, extreme caution must be exercised when using the Purchasing Card for online payment
processor transactions. It is important to note that use of the Purchasing Card for PayPal or other online payment
processor transactions may incur additional fees to process the transaction. Anytime a PayPal or online payment
processor transaction is required, cardholders should obtain supervisor approval in advance to ensure the items
purchased and vendors used are appropriate for official Town business and that an online payment processor
transaction is the most economic payment method available.

As with any Purchasing Card transaction, detailed receipt documentation should accurately depict the goods or
services purchased.
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Personal Use

Although the card is issued in your name, it is the property of the Town of Zionsville and is only to be used for
official Town of Zionsville business purchases as defined in this manual. Personal use of the card is prohibited.

Purchasing Card Security

When the card is received, cardholders must sign the back of the card immediately and always keep it in a
secure place. Only the authorized cardholder may use the card. Card sharing between employees is not
allowed and will cause revocation of card privileges. The card and card number must be safeguarded against
use by unauthorized individuals in the same manner cardholders would secure personal credit cards.

The Purchasing Card Coordinator will activate the cards before issuing them to the cardholder.

If your card is lost or stolen, or if you suspect the security of your account has been compromised, immediately
notify the Purchasing Card Coordinator, Administrators and/or contact JP Morgan Chase at 1-800-316-6056. The
Purchasing Card Coordinator will instruct JP Morgan Chase to cancel the account and issue a new card. The new
card will be delivered to the Purchasing Card Coordinator within 7-10 business days. Return the canceled card
to the Purchasing Card Coordinator for proper card destruction and documentation.

Purchasing Card Violations

Cardholders are responsible for and accountable to their Town Department for all charges made with the Town
Purchasing Card. Violation of any policies or procedures of this program will result in an evaluation of cardholder
privileges. Improper use of the Purchasing Card may cause revocation of the card, disciplinary action up to and
including termination, and may subject cardholders to criminal prosecution. Amounts attributable to improper
or unapproved use by the cardholder will be the employee’s responsibility to reimburse the Town directly
using their personal funds.

If a purchase appears inappropriate, the cardholder must supply written justification to the Department
Purchasing Card Coordinator, as appropriate. If the justification is insufficient, the Department Purchasing Card
Coordinator shall escalate the issue to the Department Director and Purchasing Card Coordinator, whom may
take appropriate actions at their discretion. In addition, steps should be taken to return the goods for a credit on
the Purchasing Card account, or have the cardholder reimburse the Town directly using their personal funds.

Splitting transactions to bypass single transaction limits, monthly billing cycle limits, and/or purchasing
policies and procedures is strictly prohibited.

MasterCard’s Rules for Merchants prohibit vendors from imposing surcharges on a MasterCard transaction if the
vendor accepts other forms of credit card payments without additional fees to the buyer. However, vendors may
charge convenience fees for accepting a credit card transaction as a convenience to the customer if it is
considered an alternate payment channel for customers to pay for goods or services. MasterCard’s guidelines
also state that convenience fees must be a fixed or flat amount, disclosed to the cardholder before completion of
the transaction with an opportunity to cancel the transaction, and included as part of the total transaction
amount. If a vendor attempts to include a surcharge to the transaction, contact JP Morgan Chase prior to using
the Purchasing Card. JP Morgan Chase, in conjunction with MasterCard, will attempt to resolve the issue with the
vendor prior to the Purchasing Card transaction.
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The decision to use a Town Purchasing Card on a purchase that will incur a convenience fee should be
based on variables such as timeliness of payment to avoid late fees, urgency of needed items or services,
etc. Departments are asked to carefully evaluate the necessity of Town Purchasing Card transactions
subject to convenience fees.

Receipt of Goods and Services

The intended use of the Purchasing Card is to procure good(s) and/or service(s). The decision to utilize the
Purchasing Card should be made at the time the order is placed, not after the good(s) or service(s) and invoice
are received. The risk of compromising established internal controls to prevent duplicate payments increases
when the Purchasing Card is used to pay an invoice. If extenuating circumstances require the Purchasing Card to
pay a vendor invoice after good(s) or service(s) are received, then a payment confirmation from the vendor must
be included with the supporting documentation.

For telephone or internet orders, ensure complete shipping address and instructions are given to the vendor
along with your name contact information (e.g., name, department name, telephone number, complete
mailing/shipping address, Town, state, and zip code). Notify the vendor the order is for a tax exempt
organization and request a detailed sales receipt. To prevent duplicate payments, instruct the vendor NOT to
invoice the Town. Charges for freight should be checked to ensure the amount is correct according to the
freight terms stated by the company or noted on the packing slip.

Cardholders are responsible for ensuring receipt of goods and services and must follow-up with the vendor to
resolve any delivery problems, discrepancies, and damaged goods. Cardholders should also notify the
Purchasing Card Coordinator regarding any erroneous charges or returned items awaiting credit so these
transactions can be monitored and ensure timely credits are received.

All purchases require detailed transaction documentation from the vendor regardless of the order method.
The detailed charge receipt from the vendor will serve as an invoice. However, the vendor needs to provide a
detailed description of the goods on the charge receipt, not just “misc.” You must upload the detailed receipt
information to the transaction on your online Purchasing Card Account here:
https://www.paymentnet.jpmorgan.com or https://m.jpmorgan.com/card for mobile.. The acceptable formats
of the receipt upload are JPG and PNG. You will receive your online user name and password from the
Purchasing Card Coordinator. All receipts must be uploaded within 7 business days of the transaction (date
card was used) so the monthly statements can be reconciled and the information in the financial system will
be as accurate as possible.

If a detailed charge or credit slip, etc. is lost, the cardholder is responsible for working with the vendor to
obtain a copy. If the cardholder cannot obtain a copy, the cardholder will be subject to the Purchasing Card
Violations above.

Record Keeping and Documentation

Standard payment policies require retention of receipts and other documentation. Each purchase must have a
detailed receipt attached in the online purchasing site https://www.paymentnet.jomorgan.com or
https://m.jpmorgan.com/card for mobile.

Once the information is entered into the online purchasing site and submitted for approval by the cardholder,
the purchase will go to the supervisor for approval. Once the supervisor approves the transaction, the transaction
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goes to the Purchasing Card Coordinator for processing. There may be additional approvals added as deemed
necessary by the Department Purchasing Card Coordinator. The cardholder, supervisor and the Purchasing Card
Coordinator are responsible for ensuring the charges are accurate, are for official Town business and are in
accordance with all purchasing and payment regulations. Negligent performance may result in disciplinary action.

Record keeping is essential to ensure the success and compliance of the program. To facilitate the reconciliation
and approval process, the cardholder is responsible for uploading all detailed purchasing card receipts.

All transaction data online will be the official information. Cardholders will be able to pull reports from the
PaymentNet site.

Each department will follow the established guidelines for processing Purchasing Card transactions.
Cardholders must not apply final approval to their own JP Morgan Chase card transactions.

Disputed Transactions

Disputed transactions can result from failure to receive goods or services, fraud or misuse, altered charges,
defective merchandise, incorrect amounts, duplicate charges, credits not processed, etc. Cardholders are
responsible for reviewing and verifying all transactions. It is also the cardholder’s responsibility to contact and
follow up with the vendor on any erroneous charges, returns or other disputed items within one working day of
discovering the item. Disputed items should be documented in writing along with the resolution agreed to
between the cardholder and the vendor. A copy of the written documentation should be forwarded to the
Purchasing Card Coordinator.

If resolution of the discrepancy does not occur after follow-up with the vendor, fill out the dispute information
on the transaction level in PaymentNet or contact the Purchasing Card Coordinator for assistance. The written
justification must explain the discrepancy and steps that were taken by the cardholder and others within the
Town to resolve the issue. The Purchasing Card Coordinator will work with JP Morgan Chase, to obtain
resolution with the vendor. It is important that disputed items are addressed as quickly as possible. JP Morgan
Chase must be notified of any transaction disputes within sixty (60) days of the last day of the Cycle during
which such Transaction is charged to the Town of Zionsville. Dispute rights are waived after 60 days and the
department will be responsible for payment of the charges.

Due to the limited timeframe of 60 days from the statement date of the transaction, all departments are
encouraged to file dispute forms on transactions at the time they are discovered, even while continuing to work
with the vendor on receiving a credit. The timely filing of the dispute information in PaymentNet will protect the
Town from losing dispute rights due to exceeding the 60 day limit.

State Sales Tax Exemption

The Town is exempt from paying Sales or Use Tax per the Indiana Department of Revenue. The state sales tax
exemption number is printed on the front of the Purchasing Card. If a vendor requires the certificate, please
contact the Purchasing Card Coordinator. The Sales Tax Exemption is for Town business only.

The cardholder is responsible for ensuring Indiana State Sales Tax is not included in each charge. If sales tax is
included, the cardholder must work with the vendor to correct the purchase amount. If sales tax is charged
to the Purchasing Card, the cardholder must include justification explaining why the charging of sales tax was
approved at the time of the purchase in the transaction information on the online site.
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VI. DEPARTMENT RESPONSIBILITIES

General

Each department will have a Department Purchasing Card Coordinator. A backup department coordinator should
also be appointed to assist the Department Purchasing Card Coordinator. If a Department Purchasing Card
Coordinator is also a Purchasing Cardholder, the Purchasing Card Coordinator must review and approve the
Purchasing Card transactions.

Among the responsibilities listed below, the Department Purchasing Card Coordinator’s review of the
transactions and supporting documentation should be given the utmost attention to ensure all transactions are
for official Town business and do not violate any Town or department purchasing or payment policies and
procedures. As with other duties, negligent performance could result in disciplinary action.

The responsibilities of the Department Purchasing Card Coordinator include, but are not limited to:

¢

Working with the Purchasing Card Coordinator to determine who is eligible for a Purchasing Card,
coordinating cardholder limits, and alerting management of any spending concerns through the quarterly
review.

Completing the Purchasing Cardholder Account Action Request Form (Appendix 5) and obtaining an
authorized signature on the form.

Ensuring every potential cardholder has a copy of the Town Purchasing Card Policy & Procedure
Manual and a signed Town Purchasing Card Cardholder Agreement.

Training each cardholder prior to the distribution of the Purchasing Card to the employee. The training must
include, but is not limited to, the topics covered in the Town Purchasing Card Policy & Procedure Manual and
the Town Purchasing Card Cardholder Agreement. The training must provide detailed card use procedures
and cardholder responsibilities.

Receipt of the Purchasing Card from the Purchasing Card Coordinator. The Department Purchasing Card
Coordinator is required to sign a Purchasing Card Acceptance Form (Appendix 6) stating that the card will be
kept in safekeeping or in a locked file until distribution to the cardholder and that no card information will
be given to unauthorized personnel by the coordinator.

Distributing the card to the cardholder. Each department needs to determine how to secure each card
and card number. In some cases, the department may elect for the individual cardholder to carry the
card. Other cases may result in the card being stored in a secure place in the department. In either case,
the card and account number information must be protected.

Processing any department approved changes requested by the cardholder which fall within the Purchasing
Card guidelines. The Department Purchasing Card Coordinator should complete a Purchasing Cardholder
Account Action Request Form (Appendix 5) and send it to the Purchasing Card Coordinator.

Retrieving and cutting up any card when a cardholder assumes different duties within the department that
do not require the use of the Purchasing Card or upon termination of the cardholder’s employment. After
the card has been destroyed, the Department Purchasing Card Coordinator must send a completed
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Purchasing Cardholder Account Action Request Form (Appendix 5) and the cut-up card to the Purchasing
Card Coordinator.

¢ Retrieving and securing cards for employees on extended leave of absence. Card limits should be temporarily
suspended if an employee will be out on leave for one month or more. Complete a Purchasing Cardholder
Account Action Request Form and submit it to the Purchasing Card Coordinator.

¢ Ensuring the cardholder has attached a credit slip, charge slip, packing slip, or cash register slip, etc., for
each item listed on the online purchasing site.

¢ When you approve the transactions on the online site you certify that all charges are accurate and complete,
are for official Town business, and are in accordance with all Town and department purchasing and payment
regulations.

¢ Verifying the vendor name on the transaction agrees with the credit slip, etc., supplied by the cardholder. If
the vendor name does not agree, work with the cardholder to resolve the discrepancy.

¢ Ensuring the “Ship To” address on the documentation appears to be correct, if applicable. If not,
guestion the cardholder or other appropriate personnel.

¢ Reviewing and approving requests to use the Purchasing Card for PayPal or online payment processor
transactions. Ensure the goods or services are for official Town business, the transaction is from an
appropriate vendor, and this payment option is the most economic method available.

¢ Requesting written justification from the cardholder for any sales tax charges and ensure the cardholder is
working with the vendor to correct the error. If the sales tax issue is not resolved within a reasonable
period, report the status to the Purchasing Card Coordinator for resolution.

¢ Requesting written justification from the cardholder for any purchases which appear inappropriate.

¢ Recording the necessary payment coding and obtaining the necessary Town-authorized signature on the
invoice or forward it to the individual in your department responsible for this task.

¢ Ensuring all monthly billing statements and original credit slips, charge slips, packing slips, cash register
slips, and transaction log for each cardholder in your division are sent to financial staff within 5 business
days of the transaction.

¢ Notifying any disputes to the Purchasing Card Coordinator in writing if a discrepancy appears on a monthly
billing statement that cannot be resolved between the cardholder and vendor. The Purchasing Card
Coordinator will assist if the issue is not resolved through the PaymentNet dispute process. JP Morgan
Chase will work with the vendor to resolve the issue.

VIl. TOWN RESPONSIBILITIES
General

Purchasing Card Coordinator and Administrators within the Town are listed in Appendix 4 with contact
information.
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Purchasing Card Coordinator Responsibilities

The Purchasing Card Coordinator’s responsibilities include, but are not limited to:

¢  Working with the Department Purchasing Card Coordinator(s) and JP Morgan Chase to obtain Purchasing
Card accounts and to make any changes to the accounts.

¢ Working with JP Morgan Chase and the Department Purchasing Card Coordinator(s) to resolve any
issues/concerns related to the Town’s Purchasing Card program.

¢ Keeping records of completed forms submitted to JP Morgan Chase for each cardholder.

¢ Reviewing forms submitted by Department Purchasing Card Coordinator(s) to ensure the forms have the
required information completed and an original department authorized signature.

¢ Applying the departmental approval signature on the forms after review and forwarding the forms to JP
Morgan Chase for processing, or using the online account tools through JP Morgan Chase to make card
changes or open/close accounts.

¢ Updating the Town’s Purchasing Card manual and other documentation as needed.

¢ Training Department Purchasing Card Coordinator(s). The training must include, but is not limited to, the
topics covered in the Town Purchasing Card Policy & Procedure Manual and the Town Purchasing Card
Cardholder Agreement. The training must cover in detail the Department Purchasing Card Coordinator’s
responsibilities.

¢ Distributing Purchasing Cards to the Department Purchasing Card Coordinator(s). Cards must be secured
until delivered to the Department Purchasing Card Coordinator(s).

¢ Obtaining Department Purchasing Card Coordinators’ signature and date on the Purchasing Card
Acceptance Form (Appendix 6), which acknowledges receipt of each card. The forms will be maintained in
the cardholder file by the Purchasing Card Coordinator.

¢ Maintaining a master list of all Purchasing Cards, including but not limited to, department name,
cardholder name, card/account number, and expiration date in a locked file.

¢ Notifying JP Morgan Chase of any card cancellations or changes in cardholder names or addresses. Retain
proof of destruction of canceled cards for audit purposes.

¢ Ensuring that Cardholders complete the steps in PaymentNet to dispute a charge if a discrepancy appears on
a monthly billing statement that cannot be resolved between the cardholder and vendor. JP Morgan Chase
Bank will work with the vendor to resolve the issue. The original signature of the cardholder and Department
Purchasing Card Coordinator or authorized designee is required on the form.

¢ Performing an annual assessment of each card/account for the Town. Procedures are as follows:

a. After the close of each fiscal year, Purchasing Card Coordinator will create a report reflecting the
spending trends over the past year for all accounts in the Town.
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b. The Purchasing Card Coordinator must analyze each account to determine if single transaction and
monthly cycle limits are commensurate with actual spending, if long-term inactive accounts should be closed,
and to ensure only authorized employees have accounts.

c. The Purchasing Card Coordinator shall indicate any appropriate changes to the accounts within 30 days
of receipt. The Purchasing Card Coordinator will send all account changes to JP Morgan Chase. Documentation of

the annual assessment should be retained by the Town for audit purposes.

Town Payment and Procurement Staff Responsibilities

The Town payment and procurement staff responsibilities include but are not limited to:

¢ Reviewing the transactions for proper approvals.

¢ Reviewing written justification from the cardholder and, if necessary, obtaining Town approval for payment.
¢ Reviewing the payment coding for proper appropriation authority.

¢ Maintaining proper security flow approval to ensure segregation of duties.

VIII. BILLING PAYMENT AND ACCOUNT DISTRIBUTION PROCESS

General

Receipts must be uploaded within 7 business days of the transaction. Timing is extremely critical. Do not hold
payments while waiting on credits. If credits are not received in a timely manner, or disputed items are rejected

by JP Morgan Chase, the Purchasing Card Coordinator should be contacted.

Transaction Payment Coding

The Town and Departments are responsible for ensuring charges are in accordance with State Board of Accounts.
Before approving the transactions and attached documentation for payment processing, departments should
also ensure the appropriation number is correct. If it is not correct, you may change it on the transaction in the
Purchasing Card online site. If you do not have access to change the code, please indicate on the description line
the change that needs to be made.

Encumbrance Requirements

If there is a Purchase Order (PO) number for the item that is being purchased, please indicate the number
in the PO field on the online site. It is the Department Purchasing Coordinator’s responsibility to ensure the
number is reflected on the transactions.

Additional Information for Reporting

If there is Program, Project, Subproject, Grant or Contract information for the item that is being purchased,
please indicate the Codes in the appropriate fields on the online site. It is the Department Purchasing
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Coordinator’s responsibility to ensure the number is reflected on the transactions.

Automated Interface Payment Processing

An automated interface between JP Morgan Chase and the Town financial system is being developed. The
approved transaction data should be posted to the Town financial system daily, if possible. Information will be
sent via email once the details are finalized.

Management Reports

Reports can be created and scheduled through the Purchasing Card online site. See training material for more
information.

Cardholder Reports

1. Account access for cardholders is available at any time on any internet enabled device via:
https://www.paymentnet.jpmorgan.com or https://m.jpmorgan.com/card for mobile. This website
permits cardholders to monitor their accounts, upload receipts, and set the fund, department, and object
codes as well as descriptions of the purchased items.
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Allowable Purchases Appendix 1

The Town Purchasing Card may be used to purchase items classified as commodities such as consumable
supplies, maintenance materials, parts, services and other purchases approved by the Purchasing Card
Coordinator. If you are uncertain whether a purchase is allowable on the Purchasing Card, contact your
Department Director and/or Purchasing Card Coordinator.
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Unallowable/Excluded Purchases Appendix 2

The Town Purchasing Card may not be used to purchase items that are not in accordance with the Town of
Zionsville’s payment and procurement rules and regulations. The following list provides examples of
unallowable/excluded purchases. This list is not intended to be a complete list of unallowable/excluded purchases
that can be made with the Purchasing Card but is provided to assist you in determining a general idea of
unacceptable transactions. If you are uncertain whether a purchase is allowable on the Purchasing Card, contact
your Department and/or Purchasing Card Coordinator.

Unallowable/Excluded Purchases Descriptions

e Alcohol
e Cash Advances
e Gift Cards

o Entertainment

e Personal ltems

e Splitting a purchase into multiple transactions to bypass established single transaction or monthly billing
cycle dollar limits
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PURCHASING CARD CARDHOLDER AGREEMENT Appendix 3

Name of Cardholder:

Cardholder Business Address:

Cardholder Business Phone Number:

Department Name:

Supervisor's Name & Title:

Supervisor's Phone Number:

Department Purchasing Card Coordinator Name:

Department Purchasing Card Coordinator Phone Number:

Cardholder agrees to accept responsibility for the protection and proper use of the Town Purchasing Card
(TPC) in accordance with the terms and conditions below:

1. Cardholder agrees to upload the supporting receipts from the vendor to
https://www.paymentnet.jpmorgan.com or https://m.jpmorgan.com/card for mobile as stated in the
Purchasing Card Policy and Procedures Manual. Failure to correctly document any purchase will be
deemed an improper use of the TPC.

2. If the card is lost or stolen, Cardholder shall immediately notify the JP Morgan Chase and the
Department or Purchasing Card Coordinator.
3. Cardholder’s department shall be responsible for all charges, including fees and interest,

incurred from the proper use of the TPC.

4. THE CARDHOLDER MAY NOT MAKE PERSONAL PURCHASES ON THE CARD. Cardholder
understands that he/she shall be personally liable for any improper use of the TPC and agrees to
reimburse the Town for such use, other than improper use as the result of a lost or stolen card which
was immediately reported as required in paragraph 2, including fees and interest assessed against the
improper purchase. Cardholder understands that his/her improper use of the TPC may be cause for
disciplinary action by the Department including employment termination and that improper use of the
TPC may subject Cardholder to criminal prosecution.

5. Cardholder understands that should his/her employment with the Town of Zionsville terminate for
any reason, the TPC must be returned to the Purchasing Card Coordinator through his/her Department
Purchasing Card Coordinator. Cardholder also understands that the Purchasing Card Coordinator may
withdraw authorization to use the TPC and require the return of the TPC at any time for any reason.

6. In the event of transfer to a different Department within the Town, the TPC must be returned to
the Purchasing Card Coordinator through his/her Department Purchasing Card Coordinator. The new
Department Purchasing Card Coordinator and Employee must complete a new Cardholder Agreement
Form before the card will be re-released to the employee.

7. Cardholder understands that use of the TPC is for purchases subject to individual card
limitations for use in official Town business. All purchases must comply with Town and State accounting
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and purchasing statutes, regulations and policies, including all policies the Cardholder’'s Department
implements in the use of the TPC.

8. The following items may not be purchased with the TPC; however, the list is not all inclusive:
Alcohol, Cash Advances, Gift Cards, Entertainment, Personal ltems, Splitting a purchase into multiple
transactions to bypass established single transaction or monthly billing cycle dollar limits.

If in doubt that a purchase is authorized under this agreement through the use of the TPC, Cardholder
understands that he/she should seek prior approval from the Purchasing Card Coordinator through
his/her Department Purchasing Card Coordinator. Such approval presumes the proper use of the TPC.
9. Cardholder acknowledges by his/her signature to this agreement that he/she has received
training in the proper use of the TPC; has received, read and understands the Town Purchasing Card
Policy & Procedure Manual; and has read and accepts the terms of this agreement.

Cardholder Signature:

Date:

For Chief Financial Officer's Use Only

Transaction Limit: (Standard $500)
Cycle Credit Limit: (Standard $3,000)
Approvals:

Supervisor Signature and Date:

Department Purchasing Card Coordinator Signature and Date:

Purchasing Card Coordinator Signature and Date:
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Purchasing Card Coordinator and Administrators Appendix 4

NAME TITLE TELEPHONE NUMBER E-MAIL ADDRESS

Purchasing Card | Tammy Havard Chief Financial | O:317-344-1170 thavard@zionsville-in.gov

Coordinator Officer C:317-370-1204
Administrator Cindy Poore Chief Deputy | O:317-733-2809 cpoore@zionsville-in.gov
Director C:317-517-3073

Town of Zionsville Purchasing Card Policy & Procedure Manual 18



PURCHASING CARDHOLDER ACCOUNT ACTION REQUEST Appendix 5

Please circle the action requested and fill out the information below. Forward completed document
(including signatures) to the Purchasing Card Coordinator for processing.

* New Account

* Rush Card Request

* Request Lost/Stolen Replacement
» Update Account Information

* Reissue Replacement Card

* Emergency Card Replacement

* Authorization Override

* Close Account

* Other

Account Cycle Controls

* Total Cycle Dollar Limit $
* Max # Daily Transaction #
* Max $ per Transaction $

Account Number (last 8 digits)
If known XXX-XXXX- -

Cardholder Name

Department

Cardholder Title

Cardholder Business Telephone
Number

Cardholder Business or Personal
Mobile Number

Birthday MM/DD/YYYY

Special Instructions

Cardholder Signature and Date:
Department Purchasing Coordinator Signature and Date:
Effective Date of Changes:

Purchasing Card Coordinator Signature and Date:
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Purchasing Card Acceptance Form Appendix 6

CARDHOLDER NAME

CARD NUMBER (last 4 digits ) AND CARD EXPIRATION DATE

DEPARTMENT PURCHASING CARD COORDINATOR | certify receipt of the above card
and that the Purchasing Card will be kept in a secured location until given to the
cardholder. The card information will be kept confidential and will not be given to
unauthorized personnel.

Signature:

Date:
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Vendor Non-Acceptance Form Appendix 7

Instructions:  Cardholders who encounter vendors who will not accept the Town of Zionsville Purchasing Card
should fill out the information requested above and forward to the Purchasing Card Coordinator.

Department:

Cardholder Name:

Department Name:

Date:

Vendor Information:

State Vendor #: (If Known)

Vendor Name:

Address:

Town, State, Zip:

Phone:

Would you use this vendor routinely if they DID accept the Purchasing Card?
Yes No

What is the value of the order you WOULD have placed? $

Comments:
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RESOLUTION 2020-10
OF THE TOWN OF ZIONSVILLE

A RESOLUTION TO ADOPT THE PURCHASING CARD POLICY &
PROCEDURES MANUAL

WHEREAS, it is the duty and the responsibility of the Council to maintain the fiscal
integrity and the efficiency of the financial transactions of the Town by creating new policies and
procedure that decrease unnecessary work for the Town’s employees; and,

-

WHEREAS, certain professional services such as contract procurement card and related
services as provided by a vendor vetted by the Town to provide commercial card services for
recurring invoices for municipal payments and maintaining financial integrity; and,

WHEREAS, the Town of Zionsville desires to approve the use of Town purchasing cards
by Town employees and officials in the performance of official Town duties when such use is in
the best interest of the Town.

NOW, THEREFORE, BE IT RESOLVED BY, by the Town Council of the Town of
Zionsville, Boone County:

Section One. That the Council hereby adopts the Purchasing Card Policy and Procedure Manual
in Exhibit “A”, attached hereto and incorporated by reference herein.

Section Two. All purchasing card holders shall receive and acknowledge in writing the terms of
the Purchasing Card Policy and Procedure Manual in the form attached hereto. Per the Manual,
the Purchasing Card Coordinator (Chief Financial Officer) may withdraw authorization to use the
Town Purchasing Card and require the return of the Town Purchasing Card at any time for any
Teason.

Section Three. If any section, clause, provision, or portion of this Resolution shall be held to be
invalid or unconstitutional by any Court of competent jurisdiction, such decision shall not affect
any other section, clause, provision or portion of this Resolution.

Section Four. This Resolution shall be in full force and effect immediately.
DULY PASSED AND ADOPTED this 20th day of July, 2020, by the Town Council of

the Town of Zionsville, Boone County, Indiana, having been passed by a vote of in favor
and opposed.



TOWN COUNCIL OF THE TOWN OF ZIONSVILLE,
BOONE COUNTY, INDIANA

YEA NAY

Signature Signature

Josh Garrett,
President

Bryan Traylor,
Vice President

Brad Burk,
Member

Alex Choli,
Member

Joe Culp,
Member

Craig Melton,
Member

Jason Plunkett,
Member

I hereby certify that the foregoing Resolution was delivered to Town of Zionsville Mayor
Emily Styron on the day of 2020, at m.

ATTEST:

Amelia Anne Lacy,
Municipal Relations Coordinator





