
REPORT TO CITY COUNCIL 

 
 
DATE: JANUARY 13, 2010 

 

TO:  HONORABLE MAYOR AND MEMBERS OF THE CITY COUNCIL 

 

FROM: GREG RAMIREZ, CITY MANAGER 

 

BY:  CHRISTY PINUELAS, DIRECTOR OF FINANCE 

 

SUBJECT: RESOLUTION NO. 10-1570; AMENDING SECTIONS II AND IV OF THE 

CAL-CARD PROGRAM AND SECTION I AND VI OF THE 

PROCEDURES FOR THE INDIVIDUAL CARDHOLDER 

 

 

The purpose of this report is to receive approval to amend Sections II and IV of the Cal-Card 
Program and Sections I and VI of the Procedures for the Individual Cardholder of the Cal-Card 
Program in order to better comply with the management letter comments given to the City during 
the 2008/09 audit.  
 
Although there were no findings of misuse of any City credit cards, in order to limit our exposure 
to the possibility of misuse, the City auditors made a recommendation that we implement several 
changes to our credit card use. 
 
The City received a management letter, from Macias, Gini & O’Connell, LLP, which has 
previously been distributed to the City Council (see attached).  As a part of that letter, it was 
recommended that the number of credit cards issued be limited to certain key employees in order 
to minimize the risk of potential fraud or misuse of City funds. In a meeting with the Finance 
Committee, it was decided that in order to comply with that recommendation, staff will be 
eliminating/canceling 35% of City issued credit cards and reducing the limits on the majority of 
those left open.  In addition, all cards that are not used frequently are now kept in the vault in the 
Finance Department. 
 
In addition, the Finance Committee reviewed the Cal-Card Program and determined that several 
sections needed to be amended.  Section II of the Cal-Card Program currently does not include 
examples of allowable expenditures for the Cal-Card.  The Finance Committee recommended 
language to include the following allowable examples of expenditures:  Vehicle fuel; City 
supplies; Food for City events; Approved subscriptions; Approved memberships and dues; and 
approved travel/conferences/meetings. Additionally, under procedures for the individual 
cardholder, currently, the City Manager and Finance Director’s limits of $15,000 per 30-day 
period are not listed.  These limits, which are greater than others allowed, are set to account for 
emergency situations.  Finally, the old procedures reference our previous card issuer and the new 
procedures have been updated to include the new contact information for our current credit card 
issuer, U.S. Bank. 
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RECOMMENDATION 

 
It is respectfully recommended the City Council approve Resolution No. 10-1570, amending 
Sections II and IV of the Cal-Card Program, and Sections I and VI of the Procedures for the 
Individual Cardholder of the Cal-Card Program. 
 
Attachments:  Management Letter, Cal-Card Program Policy, Resolution No. 10-1570 
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CAL-CARD PROGRAM 
 

 

I. GENERAL INFORMATION   
 

The City of Agoura Hills uses various methods to procure goods and services.  These 
methods, such as petty cash, travel advances, requisitions, meet most needs.  To further 
improve purchasing options, the City has started a bank card project with US Bank 
through a contract with the State of California Cal-Card Program.  THE CARD IS FOR 
OFFICIAL CITY OF AGOURA HILLS BUSINESS ONLY.  NO PERSONAL 
EXPENSES MAY BE CHARGED TO THE CARD.  THERE ARE NO CHANGES IN 
PURCHASING POLICY AS A RESULT OF THE PROGRAM.   
 
A number of unique controls have been developed for this program which does not exist 
in a traditional credit card environment.  These controls ensure that the card be used only 
for specific purchases and within specific dollar limits.  In addition, certification of all 
purchases is required by each cardholder, with verification performed by the approving 
official before payment is made to the bank. 
 

II. RESTRICTED OR PROHIBITED USES 

 

The following items are the types of items not authorized under this program: 
 
Alcoholic Beverages  Wire transfers, Money Orders  Insurance Services 
Cash Advance   Foreign Currency   Security Brokers 
Airphone                       Betting, Casino Gaming Chips Timeshares 
Religious Organizations Political Organizations  Tax Payments 
Court Costs   Alimony, Child Support  Fines 
Bail and Bond Payments Government Loan Payments  Savings Bonds 

Splitting of purchases to circumvent the individual purchase limitation. 

 
 The following are examples of allowable expenditures: 
  

Vehicle fuel Approved subscriptions 
City supplies Approved membership and dues 
Food for City events Approved travel/conferences/meetings 

 

III. DEFINITIONS 

 
A. CARDHOLDER:  The Cardholder is the person whose name is on the bank card.  

The Cardholder is authorized to make purchases of authorized commodities and 
obtain services on behalf of the Department.  Cardholders shall be familiar with 



01/10 2 

City of Agoura Hills procurement policies and restricted uses of this card.  The 
bank will have no individual Cardholder information other than the Cardholder’s 
work address.  No credit records, social security numbers, etc., are maintained. 

 
B. DEPARTMENTAL APPROVING OFFICIAL:  The Departmental Approving 

Official is the person assigned by the individual departments who will review the 
monthly statement of account of their subordinates prior to authorizing payment 
by Finance.  The Approving Official is required to verify that each purchase 
complied with the program requirements and balances with the documentation 
submitted to them by the Cardholder.  The Approving Official must have the 
working knowledge of the various items purchased. 

 

IV. ISSUANCE OF BANK CARDS 

 
US Bank is the bank card contractor selected by the State of California who will be 
issuing the bank cards to the selected employees.  All Cardholders, prior to receiving their 
cards, will be required to sign acknowledging their understanding of the policy they are to 
follow with the receipt of the bank card. 
 

V. PROGRAM AUDIT 

 

The Finance Department will perform an audit of documentation submitted under this 
program.  The audit will be performed monthly upon receipt of all documentation at the 
time monthly payment is made to US Bank to continually monitor the effectiveness of the 
program. 
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______________________________________________________________________________ 

PROCEDURES FOR THE INDIVIDUAL CARDHOLDER 

 

I. RESPONSIBILITY 
 

The Cardholder is personally responsible for ensuring that the bank card is used 
appropriately and that all purchases of commodities and services are within their 
individual authority.  Cardholder must follow the City of Agoura Hills procurement and 
contracting procedures and policies.  The Maximum limits are as follows: 
 

 Maximum of $3,000.00 per transaction. 

Maximum of $5,000.00 per 30-day period per card. 

City Manager and Finance Director carry a maximum of $15,000 per 30-day period. 

 

II. OBTAINING GOODS OR SERVICES 

 
Cardholder uses the purchase card to purchase goods or services in person or by 
telephone. 

 

III. SECURITY OF BANK CARD 

 
Cardholder is responsible for the security of the bank card. 
 

IV. BANK CARD INVOICE 

 
A. Whether the purchasing transaction is by telephone or in person, the Cardholder 

shall require the vendor to itemize the receipt or invoice.  If the receipt or 
invoice is not itemized, write in the quantity and price of each item or type of 

service and total dollar amount and have the sales person sign it.  (NOTE:  The 

merchant should put something other than “miscellaneous” for description).  
If an order is made through the mail or by telephone, maintain a copy of the order 
form when a receipt is not available. 

 
B. Upon receipt of the bank card receipt/invoice, Cardholder is responsible for 

recording the budget account number on the receipt/invoice as a reference. 
 

C. Cardholder maintains the original receipt/invoice for attachment to the monthly 
statement of account. 

 
D. Individual receipts/invoices smaller than 4 ¼” x 5 1/2” must be taped on an 8 ½” 

x 11” sheet of paper. 
 

E. If the Cardholder has lost a receipt/invoice, it is their responsibility to contact the 
vendor and request a duplicate copy. 
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F. If the Cardholder is unable to determine they have all of the required vendor 
receipts/invoices, then the Cardholder must write the name of item(s) purchased, 
quantity and unit price of the items purchased or type of service on a separate 
memo indicating no receipt was issued and attach this memo to their monthly 
statement of account. 

 

V. BANK STATEMENT 

 
A. Each Cardholder will receive an individual monthly statement of account. 
 
B Cardholder is required to reconcile the monthly statement of account with their 

receipts/invoices. 
 

C. The Cardholder is responsible for attaching the original receipts/invoices to the 
monthly statement of account.  The receipt/invoices will be in the order they are 
listed on the monthly statement of account. 

 
D. The Cardholder is personally responsible for contacting the Bank Contractor on 

questionable items billed or disputed items which appear as a transaction on the 
bank statement.  Contact the 24-hour Customer Service Support Center at 
(800) 344-5696 “*”, or (701) 461-2042 “*” (collect).  

 
 It will be the Cardholder’s responsibility to follow up on all of their questionable 

or disputed items. 
   

E. Chargeback (or credit) receipts should be kept by the Cardholder until the credit 
transaction shows up on their monthly statement of account.  Chargeback (or 
credit) receipts then should be attached to that monthly statement of account. 

 
F. Cardholder will enter the proper budget account and purchase description on the 

face of the statement on the lines provided.  Receipts should be attached to the 
statement in the same order as they appear on the statement. 

 
G. Cardholder shall approve/sign/date the monthly statement of account.  On the 

statement, there is a signature and date line for the cardholder on the back of the 
statement. 

 
H. Within three (3) working days after receipt of the statement from the bank, 

Cardholder is to attach receipts/invoices and other documentation to the statement 
and forward it to their approving official for review and approval.  Cardholder 
shall make sure all receipts, etc. are attached and forwarded. 

 

VI. REPORTING OF LOST BANK CARD   
 

Cardholder will immediately make three contacts.  These are the Bank Contractor, your 
Approving Official and the Finance Department.  Provide the complete Cardholder name 
(as was shown on the bankcard), the card number, and date Bank Contractor was notified. 
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A. Contact the Bank Contractor. 

24 hours a day/7 days a week access:  (800) 344-5696 “*”, or (701) 461-2041 “*” 
(collect).  Provide the following information:  the complete Cardholder name, the 
date reported to the police (if applicable), and any purchases made on the day the 
card was lost or stolen.  Replacement cards will be mailed within one week of 
such notice. 
 

B. Notify your Approving Official and the Finance Department designated person.  
Provide the same information as designated above. 
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PROCEDURES FOR APPROVING AUTHORITY 
 

 

I. RECONCILE BANK STATEMENTS 

 
A. The Approving Official will be sent Business Account Summary (R090).  This is 

a composite statement of all the individual Cardholders the Approving Official is 
responsible for who have used their credit cards in the last billing period. 

 
B. Upon receipt of the individual cardholder’s monthly statement(s) and attached 

documentation, the Approving Official will be responsible for the following: 
 

1. Reconcile the statements and documentation received from each 
Cardholder with the Approving Official’s R090 Business Account 
Summary. 

 
2. Reviewing charges to ensure that purchases or services are appropriate and 

not on the prohibited lists and proper documentation (invoices/receipts) is 
included. 

 
3. Review the budget coding of each transaction on the Cardholder’s bank 

statement to insure that the expense is charged under the appropriate 
budget expense account. 

 
4. Approving, signing, and dating the Cardholder’s statements (a line for the 

Approving Official’s signature is provided on the back of the statement). 
 

5. The Approving Official will be responsible for any Cardholder on leave or 
travel to ensure that their statement is reviewed and all appropriate receipts 
affixed. 

 

II. DISPUTED ITEMS 

 
All items which are disputed will not be deleted by Finance from the Cardholder’s 
account.  The Approving Official will be responsible for insuring that each Cardholder 
has resolved any disputed items and received credits, etc. which will appear on a future 
statement. 
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PROCEDURES FOR FINANCE DEPARTMENT 

 

 

I. ACCOUNTING 

 
The City of Agoura Hills Finance Department will be responsible for the payments to the 
credit card company for all of the statements of accounts received from the various 
approving officials for each month. 

 

II. PURCHASING 

 
Finance will periodically review the records for the individual types of purchases made by 
cardholders.  Requests for changes in the allowable purchase options or procedures will 
be reviewed annually to provide maximum benefit to the departments and maintain 
necessary budgetary controls. 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



RESOLUTION NO. 10-1570 

 
A RESOLUTION OF THE CITY COUNCIL OF THE CITY 

OF AGOURA HILLS, CALIFORNIA AMENDING 

SECTIONS II AND IV OF THE CAL-CARD PROGRAM 

AND SECTION I AND VI OF THE PROCEDURES FOR 

THE INDIVIDUAL CARDHOLDER 

 

 

THE CITY COUNCIL OF THE CITY OF AGOURA HILLS, CALIFORNIA, HEREBY 
FINDS, RESOLVES, AND ORDERS AS FOLLOWS: 
 
 SECTION 1.   Cal-Card Program, Section II, be amended to add:  “The following are 
examples of allowable expenditures:  Vehicle fuel; City supplies; Food for City events; 
Approved subscriptions; Approved memberships and dues; Approved 
travel/conferences/meetings.”   
 

SECTION 2.  Cal-Card Program, Section IV, be amended to replace the “Rocky 
Mountain Bank Card System” with “U.S. Bank”.   

 
SECTION 3.     Procedures for the Individual Cardholder, Section I, be amended to add: 

“City Manager and Finance Director carry a maximum of $15,000 per 30-day period.”  
 
SECTION 4.   Procedures for the Individual Cardholder, Section VI, be amended to 

update the contact phone number for the bank contractor listed in section A. 
 

PASSED, APPROVED, and ADOPTED this 13th day of January, 2010, by the following 
vote to wit: 

 
AYES:  (0) 
NOES:  (0) 
ABSENT: (0) 
ABSTAIN: (0)           

              
   
 
        _________________________________ 
        William D. Koehler, Mayor 
 
ATTEST: 
 
 
 
 
_______________________________ 
Kimberly M. Rodrigues, City Clerk 
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