
 
 

ADM 1.7 Payment Acceptance Policy 
(Formerly Policy XVII Payment Acceptance Policy) 

SUMMER VILLAGE OF WHITE SANDS 
 
 
Prepared by:  Administration   Number: ADM 1.7 
        (Formerly Policy XVII) 
 
Adopted by:  White Sands Council   Date:         February 12, 2025 
 
Amended:  April 9, 2025    Resolution# 2025:04:06 
 
 
Title:  Payment Acceptance Policy 
 
Definitions: “Summer Village” is the municipality, the Summer Village of White 

Sands. 
 
“OptionPay” is a payment card system the Summer Village of 
White Sands uses for its online credit card transactions. 
 
“E-Transfers” is a Canadian funds transfer service between personal 
and business accounts in participating Canadian banks and 
other financial institutions, offered through Interac Corporation. 

 
Purpose: 

 
To provide direction on the forms of payments accepted by the 
Summer Village and set limits by payment type. The Summer Village 
of White Sands wishes to control the level of charges it incurs 
through specifying the types of services not applicable for payment 
via credit card and permitted transaction amounts.  
 
To ensure the protection of privacy of cardholder data including any 
processes, systems, and transmissions relating to credit/debit/pre-
paid card payments is set in place. Additionally, record retention 
processes are clearly defined.  
 

Statement: This policy applies to all Summer Village employees and all types of 
payments received by the Summer Village.  
 
1. RESPONSIBILITIES  

1.1. The Chief Administrative Officer or Designate has the 
authority to adjust the transaction limits as required.  
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1.2. Administration is responsible for implementation of and 
adherence of this Policy regarding payments received at the 
Summer Village Office.  

1.3. The CAO is responsible for updating this Policy and auditing 
the adherence of this policy.  

2. STANDARDS  

Credit Card Acceptance: 

2.1. The Summer Village accepts Visa and MasterCard credit 
cards at the Village Administration Office through OptionPay, 
where the fees of credit cards are placed on the user, not the 
municipality, and is seen as a “Load Fee” from OptionPay.  
The Summer Village of White Sands will not incur an expense 
as a vendor in credit card transactions.  

2.2. The Village does not accept Visa or MasterCard credit cards 
via email/instant messaging as a payment method.  

2.3. Credit cards will not be accepted for Tax Installment 
Payment Plans (TIPPS). 

2.4. Credit cards shall not be processed for more than the 
amount of the transaction, i.e., no “cash back.”  

2.5. Debit cards are not accepted for all revenue sources.  

2.6.  Canadian currency is accepted for all revenue sources.  

2.7. Foreign currency will not be accepted at the Summer Village 
of White Sands Municipal Office for all revenue sources.  

2.8. Cheques, Money Orders and Bank Drafts in Canadian dollars 
are accepted for all revenue sources when made payable to 
the Summer Village of White Sands.  

2.9. E-Transfers may be accepted for all revenue sources, at the 
discretion of the CAO, when made payable to the Summer 
Village email address cao@whitesandsab.ca 

mailto:cao@whitesandsab.ca
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2.9.1. As per the municipality’s “Fees and Service Bylaw”, 
there is an “E-Transfer Service Fee” in addition to the 
payment being submitted. 

2.9.2. The Summer Village is not set up for auto-deposit and 
each e-transfer must have a password that is discussed 
and shared with the CAO prior to each payment. 

2.9.3. All e-transfers must at least have two (2) identifying 
items below to include in the message/comment area 
when sender is creating the e-transfer: 

Identifying Items: 

• Name of sender 
• Tax Roll # OR Invoice # 
• Reason for payment: i.e.: RV Permit, Development 

Permit, Taxes, TIPPS, etc. 
 

The onus is on the sender if the minimum “Identifying 
Items” are not included, and the payment is not received 
to the proper account(s). A penalty/late charge may be 
applied to sender’s account(s) and they will not be 
reversed if the minimum “Identifying Items” are not listed 
on the e-transfer. 

3. PRIVACY AND RECORD RETENTION  

3.1. All credit/debit/pre-paid card transactions’ information will 
comply with the Payment Canada Industry Data Security 
Standard (PCI DSS).  

3.2. Cardholder data will neither be stored electronically (e.g., 
spreadsheet, network drive, database server) nor 
transmitted/received by electronic messaging (e.g., email, 
instant messaging, etc.)  

4. END OF PROCEDURE 

  
 


