
Hollie Berry                                                                                                                             Martin Granum 
Mayor                                                                                                                                       City Manager 

 City of Red Bank  
 
  

BOARD OF COMMISSIONERS WORK SESSION 
Work Session Agenda 

June 20, 2023  
5:00 PM 

  
The purpose(s) of the meeting shall be for the Commission to receive, consider, 
discuss, deliberate, and debate the matters listed herein below and such other public 
business as may lawfully be undertaken provided that no formal votes are to occur and 
no matters or issues will be formally decided upon at this meeting. 
   
 I. Use of Purchasing Cards and the Red Bank Purchasing Card Policies and Procedures 

Guide for P-Card use discussion only (DPWD Johnson) 
 II. Accept the Tennessee American Water's 2023 Environmental Grant Program in the 

amount of $1,000.00 Res No. 23-1582 (DPWD Johnson) 
 III. Authorize an agreement between the City of Red Bank and South East Tennesee 

Development District (SETDD) to provide local planning advisory services Res No. 
23-1583 (DPWD Johnson) 

 IV. Purchase of in-car computers from Waypoint Solutions for FY24 in the amount of 
$51,820.23 Res No 23-1581 (PC Seymour) 

 V. Adoption of the Agenda Prep and Distribution Policy Res No. 23-1577 (CR Perry) 

 VI. Any other business to discuss 
 
 

Page 1 of 45



Red Bank, TN Procurement 
Card (P‐Card) Policies & 

Procedures Guide

Office of Finance Director
3105 Dayton Blvd 

Red Bank, TN 37415
(423) 877-1103

June 2023

Exhibit A

Page 2 of 45



Red Bank, TN
Procurement Card Procedure Guide: J u n e  2 0 2 3  
October 6, 2020

P a  g e | 2

Table of Contents

SECTION 1 INTRODUCTION...................................................................................................................3

SECTION 2 OVERVIEW ..........................................................................................................................4

SECTION 3 KEY PROCEDURES ...............................................................................................................5

SECTION 4 OBTAINING AND ACTIVATING A PROCUREMENT CARD .....................................................9

SECTION 5 SUMMARY OF RESPONSIBILITIES OF KEY PERSONNEL......................................................10

SECTION 6 PROCUREMENT CARD SECURITY ......................................................................................14

Section 6.1 Canceling a Procurement Card..........................................................................................14

Section 6.2 Renewal of Procurement Cards ........................................................................................14

SECTION 7 ACCOUNTING INFORMATION ...........................................................................................15

SECTION 8 KEY CONTACTS..................................................................................................................16

SECTION 9 EXHIBITS A THRU E............................................................................................................17

Exhibit A Cardholder Enrollment Form ............................................................................................18

Exhibit B Cardholder Agreement Form ............................................................................................19

Exhibit C Procurement Card Log ......................................................................................................21

Exhibit D Cardholder Statement Of Disputed Items ........................................................................22

Exhibit E Travel Related Pcard Usage ..............................................................................................23

Page 3 of 45



Red Bank, TN
Procurement Card Procedure Guide: J u n e  2 0 2 3  
October 6, 2020

P a  g e | 3

SECTION 1 INTRODUCTION

Red Bank has established a Procurement Card program for the primary purpose of providing an 
efficient, well‐controlled and cost-effective method of purchasing and paying for small dollar 
transactions – those with amounts up to and including $2,500.00. The Procurement Card (hereinafter 
referred to as a “P‐Card”) is a procurement tool that is an integral part of the Red Bank Procurement 
Rules and associated processes and is designed to support and comply with such.

A Procurement Card, when issued in your name on behalf of Red Bank, is both a privilege and 
obligation. Outlined in this Guide, the Cardholder Enrollment Form (Exhibit A), and the Cardholder 
Agreement Form (Exhibit B) are your responsibilities for properly using and safeguarding the card. 
Your card is issued with the expectation that the best interests of Red Bank will always be first and 
foremost in your procurement decisions. Please be aware that procedures for closely monitoring the 
card’s usage are in place to ensure that it is being used solely for its intended purposes.
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SECTION 2 OVERVIEW

The Procurement Card system facilitates the procurement of goods and services by allowing the 
cardholder to place orders directly with vendors. Additionally, use of the P‐Card enhances the efficiency 
and effectiveness of disbursement (accounts payable) efforts since only one payment is made each 
month for all approved Procurement Card transactions. This compares to literally hundreds of 
payments required for the same number of transactions administered under a purchase order and 
direct billing scenario.

When a purchase authorization is initiated by the vendor at the point of sale, the issuing bank of the 
Procurement Card System validates the transaction against preset limits. All transactions are approved 
or declined (electronically) based on the established procurement card authorization criteria. These 
criteria may be adjusted periodically as needed and may include, but are not limited to, the following:

• Per transaction spending limits
• Monthly spending limits
• Authorized Merchant Category Codes (MCC)

Approval procedures and a mandate for detailed records to support payment of these transactions 
further facilitate the timely and accurate payment of transactions.

In summary, the Red Bank Procurement Card system is designed to make the purchase of goods and 
services more convenient and efficient than ever while simultaneously enhancing internal controls and 
promoting strict adherence to the City’s Procurement Rules.

Additional details and guidance for participating in the City’s Procurement Card Program are provided 
in the remaining sections of this document.
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SECTION 3 KEY PROCEDURES

The following provides an overview of key procedures relevant to the use, responsibilities, and 
governance relative to the Procurement Card Program.

1. All prospective cardholders must:

• attend a formal City‐sponsored training session prior to receiving a Procurement Card;
• review the Red Bank Procurement Card Procedures Guide; and
• complete a Cardholder Agreement Form (Exhibit B).

2. The City Manager, Finance Director and Directors are authorized to approve a spending profile for 
each cardholder. Several pre‐set spending profiles which include different single transaction and 
monthly spending limits are available on the Cardholder Enrollment Form. These varying profiles 
and limits are designed to provide flexibility to meet individual Department needs. After the initial 
set up, this profile may be subsequently changed with a written request from the City Manager, 
Finance Director, or Department Director by contacting the City’s Procurement Card Program 
Administrator (hereinafter referred to as “Program Administrator”).

3. The City Manager, Finance Director, or Director is required to designate a default general 
ledger account code to be used initially at the time of each transaction. It should be noted 
that the Department Coordinator may adjust this account code to accurately reflect the 
nature of the purchase if the expense type is different from the default code.

4. All P‐Card transactions must be processed in accordance with the procedures established in the Red 
Bank Procurement Card (P‐Card) Policies & Procedures Guide and must comply with the most recent 
edition of the Red Bank Procurement Rules as well as any applicable sections of the Red Bank 
Employee Handbook.

5. All purchase transactions processed against a Procurement Card must be made by the individual to 
whom the card has been issued. Note however that administrative personnel who make travel 
arrangements for employees may use the cardholder’s P‐Card to guarantee reservations on behalf 
of the cardholder. NO OTHER PERSON IS AUTHORIZED TO USE THE CARD UNDER ANY OTHER 
CIRCUMSTANCE.

6. It is the cardholder’s responsibility to obtain documentation (i.e., customer copy of itemized 
Procurement Card receipts, itemized vendor’s sales receipts) in accordance with instructions 
provided throughout this Guide and to forward all such documentation daily to his/her designated 
Department Procurement Card Coordinator (hereinafter referred to as “Department Coordinator”). 
If the cardholder does not have documentation of the transaction to submit, he/she must submit an 
explanation that includes a description of the item, date of purchase, vendor’s name and why there 
is no supporting documentation to their Department Coordinator. The Department Coordinator will 
make every attempt to obtain a duplicated receipt from the merchant. Instances of frequent abuse 
of this provision will, at a minimum, result in cancellation of the cardholder’s Procurement Card.
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7. The cardholder is responsible for managing any returns/exchanges and ensuring that proper credit is 
received for returned merchandise and/or the return/refund of any inappropriately charged sales 
tax.

8. All Procurement Card transactions must be made for the use and benefit of Red Bank. Personal 
purchases are not permitted. Any misuse will require immediate reimbursement (inclusive of 
applicable sales taxes). Documentation relative to the reimbursement, including a copy of the check 
repaying the City, shall be placed in the applicable P‐Card Log. Misuse will result in disciplinary 
action which may include termination of the offending party’s employment with Red Bank.

9. Fraudulent use of the Procurement Card will result in further action to be taken at the joint direction 
of the City Manager, the Human Resources Director Administrator, and the City Finance Director and 
in accordance with applicable Red Bank policies and procedures.

10. Procurement Cards are NOT to be used to purchase Gift Cards or Gift Certificates under any 
circumstances. In the event there is a need for purchase of Gift Card or Gift Certificates, contact the 
Director of Finance, in advance, and a Red Bank check can be issued to the merchant with 
Department Director approval.

11. Due to controls required for fixed assets inventory tracking purposes, Procurement Cards are NOT to 
be used to purchase computer hardware (including desktops, monitors, laptops, or tablets), radio 
equipment, or weaponry of any type. Such items are considered fixed assets and must be tracked as 
such, thus requiring the need for purchases to be made with requisitions.

12. The Procurement Card may be used to purchase certain goods and services outside of general 
operating expenses so long as they are under the approved transaction threshold and approved by 
the Department Director. If approved in advance by the City Manager or Director of Finance and 
Department Director, the P‐Card may be utilized for employee training / recognition of events and 
retirement celebrations and flowers purchased in the event of the death of any employee (but not 
family members of an employee).

13. Per Section 2.10 of the Procurement Rules, the Purchasing Department must be consulted in 
advance when enrolling in or accepting rebates or incentives associated with a purchase. 
Documentation should be included in the P‐Card Log as to any such rebate or incentive received and 
how it is to be utilized for the City’s benefit. It should be noted that ALL REBATES AND INCENTIVES 
BELONG TO THE CITY AND ANY EFFORT BY A CITY EMPLOYEE TO CONVERT SUCH ITEM TO PERSONAL 
USE / GAIN WILL SUBJECT THE OFFENDING INDIVIDUAL(S) TO SERIOUS DISCIPLINE UP TO AND 
INCLUDING, BUT NOT LIMITED TO, TERMINATION OF EMPLOYMENT AND LEGAL PROSECUTION.

14. All non‐travel expense transactions made with the Procurement Card in the State of Tennessee and 
any reciprocal States are to be exempted from all taxes. This should be cleared with the vendor 
before the transaction is formalized.
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15. Each month the issuing bank will provide one copy of the billing statement to the respective 
individual cardholders with transaction activity for the current billing cycle. The cardholder is 
required to review the statement for any errors or disputed transactions, note any such items, then 
sign, date, and forward the statement to his/her Department Coordinator within two (2) working 
days after the statement is received. The Department Coordinator will then combine the previously 
submitted receipts and the signed cardholder’s statement into a Procurement Card Log envelope 
(Exhibit C), sign the log as the Coordinator and then obtain the signature of the cardholder prior to 
further processing.

16. Upon receipt back from the Cardholder, the Department Coordinator shall make a final review of 
the Procurement Card Logs prepared for cardholders throughout their designated areas of 
responsibility. After review and within two (2) working days after receipt from the cardholder, the 
Department Coordinators will submit all Procurement Card Logs to the Department Director for 
approval. The Department Coordinator will focus attention upon the accuracy and timeliness of 
each filing.

17. The respective Department Director will be responsible for approving and forwarding all 
Procurement Card Logs for their respective area(s) of responsibility to the Finance Director within 
three (3) working days after receipt from their Department Coordinator(s).

18. If an unsubstantiated charge appears on a monthly statement, the cardholder must first attempt to 
verify the charge with records of purchase. If the cardholder does not agree with the charge posted 
on the statement, the Department Coordinator will then be notified and appropriate dispute 
procedures will be initiated.

19. If items purchased with the Procurement Card are found to be defective or the repair or services are 
faulty, the cardholder has the responsibility to return the item(s) to the vendor for replacement or 
to receive a credit on the purchase. If the vendor refuses to replace or correct the faulty item, the 
Department Coordinator will then be notified, and appropriate dispute procedures will be initiated.

20. For all items considered to be in dispute:

• The cardholder must complete the “Customer Statement of Disputed Charges” form (Exhibit 
D), available from their Department Coordinator, and submit it to the designated 
Department Coordinator as soon as the disputed transaction is identified.

• The cardholder also must ensure that any disputed item is listed in Section III of his/her 
Procurement Card Log envelope.

• The Department Coordinator shall forward a copy of the “Customer Statement of Disputed 
Charges” form to Accounting and the Program Administrator.

• The Department Coordinator is responsible for working with the issuing bank for 
appropriate investigation of the disputed item.

• The Department Coordinator is also responsible for tracking all disputed charges and 
maintaining documentation of such disputes and the resulting resolution of the disputes.

• In certain circumstances when Fraud is detected, the form may be generated by the issuing 
bank and sent directly to the Cardholder to be completed as directed above.
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21. CASH REFUNDS/REBATES FOR CANCELLED ORDERS, RETURNED ITEMS, DEFECTIVE MERCHANDISE,
ETC. ARE NOT PERMITTED. Any violation of this provision may result in disciplinary action which 
may include termination of the offending party’s employment with the City of Red Bank. 
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SECTION 4 OBTAINING AND ACTIVATING A PROCUREMENT CARD

The following steps are to be following to obtain and activate a Procurement Card:

1. A Cardholder Enrollment Form must be completed for the prospective cardholder. The 
completed Cardholder Enrollment Form should be submitted to the appropriate Department 
Director for approval and then forwarded to the Program Administrator for processing.

2. Upon receipt of the approved form, the Program Administrator will review and forward the 
pertinent information for final processing. The new Procurement Card will be mailed to the 
Director of Finance. 

3. The Program Administrator will then schedule a training session for the new cardholder. The 
cardholder is required to attend a formal Procurement Card Training Session and read all of 
the material in the Red Bank Procurement Card (P‐Card) Policies & Procedures Guide, and 
complete a Cardholder Agreement Form (Exhibit B) before taking possession of his/her 
Procurement Card.

Once in possession of the Procurement Card, the new cardholder must contact the issuing bank to 
activate the card by using the instructions located on the card (this number must be called from a 
landline phone, either the home or business (cell phones will not process the activation). When 
requesting activation, the caller will be asked to provide specific personal information that has been 
supplied by the employee during the Procurement Card application process. New cards contain Chip 
Technology, which upon activation, require the cardholder to establish a PIN. Upon successful 
completion of this call, the card will be activated for immediate use.
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SECTION 5 SUMMARY OF RESPONSIBILITIES OF KEY PERSONNEL

The following outlines an overview of responsibilities of key personnel involved in the use and 
administration of the Procurement Card Program.

A. CARDHOLDERS

Authorized cardholders are required to conduct procurement activities in keeping with all 

instructions contained in the latest versions of the Red Bank Procurement Card (P‐Card) Policies & 

Procedures Guide, the Red Bank Procurement Rules, and any other regulations applicable to the 

transaction in question.

Individually determined, needs‐based spending limits are established for each Procurement Card 

issued under this program. Although competitive pricing is not required for Procurement Card 

transactions, the cardholder is encouraged to check multiple sources, where practical, to be assured 

the best pricing and delivery terms are obtained.

Cardholders are required to:

• Protect their Procurement Card and all related information.

• Limit purchases to those goods/services that are necessary to successfully meet the 
cardholder’s job responsibilities as authorized by their management.

• Confirm that the supplier agrees to process the procurement as a tax‐exempt transaction.

• Verify all shipping and freight information with the supplier.

• Verify the accuracy of the phone number on the receiving end of a faxed order transaction.

• Never provide a Procurement Card number to a supplier‐initiated call; the cardholder should 
always initiate the call when making a purchase by telephone.

• Verify that a secured server is in use before providing a Procurement Card number for a 
purchase made over the Internet (Note: When entering a secure site, you should look for 
indications such as a locked padlock on the page or the https:// in the web address, or a 
message indicating that you are entering a secure site)

• Obtain itemized receipts (i.e., packing lists, statements, cash register tapes, order forms, etc.) 
from the vendor and forward those to the Department Coordinator as the card is utilized.

• When a cardholder uses the Procurement Card for business meals local or otherwise, it is the 
cardholder’s responsibility to document the nature of the discussion as well as provide a list 
of the names and company of the attendees included in the transactions.

• Maintain accurate and complete supporting documentation for all Procurement Card 
transactions.

• Review, edit, sign, and submit a copy of their monthly cardholder statements to a designated 
Department Coordinator within 2 working days of its receipt.
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• Initiate efforts to resolve any disputes that arise with vendors by completing and filing a 
“Customer Statement of Disputed Charge” form with the appropriate Department 
Coordinator

• Notify the Department Coordinator if personal efforts to resolve vendor disputes are 
unsuccessful.

• Immediately report a lost or stolen Procurement Card to the issuing bank and his/her 
Department Coordinator (see Reporting a Lost or Stolen Procurement Card (Section 6.1)

• In the event of Fraud that results in the replacement of a Procurement Card, the cardholder 
is responsible for notifying their Department Coordinator and the Program Administrator of 
the card replacement.

B. DEPARTMENT PROCUREMENT CARD COORDINATORS
Any individual serving as a Department Coordinator will have the following responsibilities:

• Collect and review the receipts from the cardholder for program compliance with 
Procurement Card Policies & Procedures Guide, Procurement Rules, and any applicable 
sections of the appropriate City Employee Handbook, including but not limited to, 
Cardholder responsibilities as listed in Section A above.

• Verify that all purchases relative to the following list comply:

o Sales tax not paid on applicable tax-exempt items.

o If applicable, policies relative to rebates and incentives have been followed and documented.

o Items covered by the City’s fixed asset policy (i.e., computer hardware, weapons, 
and radio equipment, etc.) not purchased utilizing the P‐Card.

o Purchases of flowers only allowed for the death of an employee and not authorized for 
other family members.

o Purchases of food/flowers/plants/decorations, etc. for events, such as weddings, 
showers, birthdays, are not approved by the Department Director and must be 
reimbursed including any sales tax that may have been charged.

• Reconcile receipts with the bank system.

• Reconcile the receipts with the monthly statement.

• Create, compile, and review monthly Procurement Card Logs for individual cardholders 
in their designated area(s) of responsibility.

• Forward Procurement Card Logs to appropriate Department Director for 
authorizing payment of charges.

• Assist cardholder efforts to resolve disputed charges.

• Act as liaison with the Finance Department. 
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• Request Procurement Cards for designated employees and provide “as needed” assistance 
as prospective cardholders complete the application process.

• Take action to ensure cards are returned to the Program Administrator when employees 
transfer or their employment terminates.

• Notify the Program Administrator when a card is lost or stolen and verify with the 
Cardholder that the issuing bank has been notified.

• Log and track all disputed items to their final resolution.

• In the event of Fraud that results in the replacement of a Procurement Card, the 
Department Coordinator is responsible for verifying that the Program Administrator has 
been notified of the card replacement.

C. PROCUREMENT CARD PROGRAM ADMINISTRATOR

The Red Bank Finance Department has designated a member of its staff as the Procurement Card 

Program Administrator (“Program Administrator”). Cardholders and others should expect the 

Program Administrator to provide the following program support:

• Ensure Cardholder Enrollment Form has been properly completed and approved prior to 
requesting a Procurement Card from the issuing bank.

• Coordinate training for new Procurement Cardholders and Department Coordinators.

• Ensure that the required Cardholder training is completed, and that the Cardholder 
Agreement Form has been signed before allowing new cardholders to possess their cards.

• Provide copies of each completed Employee Agreement and Cardholder Enrollment Form to 
the new cardholder and his/her Department Coordinator.

• Assist Department Coordinator efforts to resolve disputed transactions on an “as‐needed” 
basis.

• Verify that the issuing bank has been notified in the case of a lost or stolen card.

• Serve as the City’s liaison with representatives of the issuing bank regarding issuance, 
modification, renewal and cancellation of Procurement Cards.

• When notified of a change in employee status (i.e., change in Department, leave of absence, 
termination, retirement, resignation, etc.) the Program Administrator will coordinate efforts 
with the employee’s appropriate department personnel to ensure that the appropriate 
actions are taken and the issuing bank notified, if applicable.

• Maintain the City's Procurement Card (P‐Card) Policies & Procedures Guide and will notify 
and publish revised versions to program participants as needed.

CI.  PROCUREMENT CARD ACCOUNTANT

The Finance Department employee assigned to this function shall, among other things, perform the 

following duties:

• Receive the consolidated monthly statement from the issuing bank.
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• Review and approve the monthly consolidated statement for payment.

• Receive monthly Procurement Card Logs from all areas.

• Confirm that all charges have been properly approved for payment.

• Securely file and store Procurement Card Logs.

• Participate in ongoing program reviews.

• Participate, as needed, in resolving billing disputes.

E. CITY AUDITOR

The Finance Director shall among other things, perform the following duties:

• Conduct periodic operational and compliance audits.

• Provide reports in a timely manner to the City Manager as to the audit findings.
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SECTION 6 PROCUREMENT CARD SECURITY

The cardholder is solely responsible for the security and use of his/her Procurement Card. Only the 
cardholder is authorized to use their assigned Procurement Card. At no time should the card or the 
card number be given to another Red Bank employee for his/her use, whether for official business or 
otherwise. (Note however that administrative personnel who make travel arrangements for employees 
may use the cardholder’s P‐Card to guarantee reservations on behalf of the cardholder.) Furthermore, 
the Procurement Card and card number must be safeguarded against use by unauthorized individuals.

Section 6.1 Reporting a Lost or Stolen Procurement Card

If a Procurement Card is lost or stolen, it is the responsibility of the cardholder to notify the issuing bank 
immediately upon discovering the condition. The telephone number for contacting the issuing bank is 
1‐800‐836‐8562, if there are problems when contacting the bank, please call your Department 
Coordinator or the Program Administrator. Failure to promptly notify the issuing bank of the theft, loss 
or misplacement of the Procurement Card may result in the City being liable for fraudulent use of the 
card and loss of privileges for the cardholder. Also, disciplinary action may be taken against the 
cardholder.

After notifying the bank of a lost or stolen card, the cardholder should also provide notification to 
his/her Department Coordinator. Upon receipt of such notice, the Department Coordinator will 
immediately email the pertinent details regarding a lost or stolen card to the Program Administrator, if a 
new card is to be issued to the cardholder. A card that is subsequently found by the cardholder after it 
has been reported as lost or stolen shall be immediately cut in half and returned in a secure manner to 
the Program Administrator.

Section 6.2 Canceling a Procurement Card

To cancel a Procurement Card, the cardholder or his/her Department Coordinator or Director must 
notify the Program Administrator via email.

Section 6.3 Renewal of Procurement Cards

Renewal Cards are automatically sent to the Finance Department approximately thirty (30) days prior to 
the expiration date listed on the Procurement Card. The Program Administrator will notify the 
appropriate personnel prior to distributing these cards.

Section 6.4 Verification of Address

There are times when an address is used for verification purposes during transactions. When the billing 
address is requested during a transaction, the cardholder should use their physical office address. If the 
transaction is not accepted after using the cardholder’s physical office address, then use the following:

3105 Dayton Blvd 
Red Bank, TN 37415
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SECTION 7 ACCOUNTING INFORMATION

All charges made using a Procurement Card are consolidated into one City‐wide master statement by the 
issuing bank and forwarded directly to the Finance Division’s Accounting unit on a monthly billing cycle 
basis.

Section 7.1 Use of Account Codes

As noted elsewhere in this document, all payments for transactions against a particular card will be 
charged to the accounting code selected for that card at the time of card issuance. However, this coding 
may subsequently be overridden by the Department Coordinator as it is necessary to record 
expenditures in the proper expense category.

Section 7.2 Travel Related Procurement Card Usage

When reporting travel expenses charged to Procurement Cards, please follow these guidelines:

• Travel-related expenses should be reported in the Red Bank Employee Travel Expense Report 
regardless of their method of payment.

• The maximum allowable amount for tips line shall be no more than 20% of the total. When the 
P‐Card is used any tip amount over 20% will be deemed excessive and will have to be paid by 
the employee.

• Either copies of the original receipts and/or copies of your Procurement Card Statement 
are to be attached with your expense report.
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SECTION 8 KEY CONTACTS

Procurement Card Program Administrator
      John Alexander, Finance Director
      JAlexander@redbanktn.gov
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SECTION 9 EXHIBITS A – D

A:   Cardholder Enrollment Form
B:   Cardholder Agreement Form
C:   Procurement Card Log
D:   Cardholder Statement of Disputed Charges 
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Exhibit A Cardholder Enrollment Form

Cardholder Enrollment Form
This form is to be completed and approved by a Department Director or City Manager and submitted to:

Procurement Card Program Administrator
Finance Department

Cardholder Name:  Title: 

Last Four Digits of SSN: Telephone #: 

Email Address: 

Supervisor:  Department: 

Select One):

• Single Transaction $1,000 / $3,000 Monthly (No Travel)  
• Single Transaction $1,000 / $5,000 Monthly (No Travel)  
• Single Transaction $2,499 / $5,000 Monthly (Includes Travel)  

Designated Department Account Code:  - 

Departmental Approval:

_____________________________
Director Name

______________________________
Director Signature and Date

Red Bank Procurement Policy: April 2023
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Exhibit B Cardholder Agreement Form

Cardholder Agreement—Procurement Card

I, (insert Employee’s Name) , hereby request that Red Bank
honor my application for a City Procurement Card. As a cardholder, I agree to comply with the 
terms and conditions regarding my use of the card as outlined to me in my training and summarized 
below.

I understand that this card is to be used strictly for Red Bank business purposes. I will follow the established 
procedures as set forth in the Red Bank Procurement Rules, the Red Bank Procurement Card Procedures Guide 
and any applicable section of the appropriate City Employee Handbook. I realize that failure to do so may result 
in either revocation of my cardholder privileges or other disciplinary actions, up to and including, termination of 
my employment and legal prosecution.

I further understand that the Program Administrator (City Finance Director) or the City Manager will audit the 
use of this card and report and take action on any discrepancies detected.

I have been given a copy of the Procurement Card (P‐Card) Policies & Procedures Guide and understand the 
requirements for the card’s use.

If the card is lost or stolen, I agree to notify the issuing bank and my Department Coordinator immediately upon 
discovering the card is missing.

_____________________________________
Employee Signature and Date

_____________________________________
Director Signature and Date

Red Bank Procurement Policy: June 2023
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Exhibit C Procurement Card Log

RED BANK PROCUREMENT CARD LOG

Cardholder Name: Statement Date: / /

Department/Division: 

$ AI. VERIFIED TRANSACTIONS WITH RECEIPTS ENCLOSED

# of Transactions with Receipts Enclosed: 

$ BII. VERIFIED TRANSACTIONS WITHOUT RECEIPTS ENCLOSED

Vendor I Date I Amount  I Explanation for Missing Documentation

I I I

I I I

I I I

$ CIII. DISPUTED TRANSACTIONS ON THIS STATEMENT (NOTE: Each item must be documented on a "Cardholder
Statement of Disputed Item" form)

Vendor I Date I Amount  I Basis for Dispute

I I I

I I I

IV. TRANSACTION TOTALS (A + B + C) $ D

V. STATEMENT TOTAL $ E

VI. DIFFERENCE ( D - E) $
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Department Coordinator Sign-off:
I have prepared this Log and reviewed its contents. 
I hereby declare that I have matched all receipts 
listed in Section I above to the enclosed 
procurement card statement for this cardholder and 
found no exceptions to applicable policies and 
procedures.

/ /

Cardholder Sign-Off:
I have reviewed the enclosed procurement card 
statement and hereby declare that all items listed
on it are solely for valid transactions that I have 
executed for the benefit of Red Bank TN, with
the sole exception of any disputed items listed above.

/ /

Department Coordinator Signature Date Cardholder Signature Date

Approval:

Director / City Manager

Date:

/ /
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Exhibit D Cardholder Statement of Disputed Items
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From: Kathryn A Robinson on behalf of Daphne Kirksey
To: Leslie Johnson
Subject: Tennessee American Water"s Environmental Grant - Congrats!
Date: Wednesday, May 3, 2023 2:34:16 PM
Attachments: image002.png

Dear Leslie,
 
Congratulations! Tennessee American Water has approved an Environmental Grant of $1,000 to the
City of Red Bank. You should be proud that your application was selected after a thorough and
competitive process. We are encouraged by the interest in this year’s grant round and the number
of quality applications.
 
We are pleased to assist your efforts for watershed protection and education through Red Bank
National Clean UP Day. We look forward to seeing the positive impact this project will have in our
community now and in the future. Our goal is to be a community partner and to support your efforts
throughout the project. Please submit a final written report on the project results/ impact no
later than December 15, 2023, per the 2023 Environmental Grant brochure.
 
We will be in contact to arrange a photo op and check presentation as well as see first-hand the
great work you are doing! Please call me at 423.771.4750 with any questions or email me at
Daphne.Kirksey@amwater.com.
 
Sincerely,
Daphne
 
 
Daphne L. Kirksey
External Affairs Manager
Tennessee American Water
109 Wiehl Street
Chattanooga, TN 37403
Office: 423-771-4750
Mobile: 423-413-8419
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This email and any files transmitted with it are confidential and intended solely for the use of
the individual or entity to whom they are addressed. If you have received this email in error,
please notify the sender. Please note that any views or opinions presented in this email are
solely those of the author and do not necessarily represent those of American Water Works
Company Inc. or its affiliates. The recipient should check this email and any attachments for
the presence of viruses. American Water accepts no liability for any damage caused by any
virus transmitted by this email. American Water Works Company Inc., 1 Water St. Camden,
NJ. 08102 www.amwater.com
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DELL CONTRACT CODE# 51AHO
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Amanda E. Hudson

Contracts Manager

March 28, 2019
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