Our Church

CREDIT CARD POLICY

Purpose:

The objective of staff credit cards is access to efficient and alternative means of payment for approved expenses, and to improve efficiency and reduce costs of payables processing.

Procedure:

Each staff member selects a personal credit card to use for all purchases related to that staff member’s particular ministry.  Use of a credit card is at the staff member’s discretion.
· The card can be an existing card or a new card for the staff member. 

· If there is an annual fee associated with the card, then the staff person will be responsible to pay it. 

· The card can be used for ministry purchases or for personal use. It may be most convenient to have a separate credit card for just ministry use.  The staff person is required to highlight ministry expenses on the bill.

· The credit card bill should be mailed directly to the staff member.

· The staff member will match up each invoice item with each receipt.

· The staff member will submit the invoice with receipts to the bookkeeper, so as to be reimbursed before the credit card bill is due.  
· The bookkeeper would reimburse the card holder, along with payment for any other cash expenses. 

· Late fees are the responsibility of the cardholder. 

