Credit Card Policy

Be sure to read and understand the following policy before using ________________credit card You will need to sign ________________credit card acceptance and policy form before you accept and use the credit card Failure to follow the credit card policy may lead forfeit of the privilege and any abuse may be taken to the appropriate parties (Pastor and Personnel Committee) to review for further actions. 

Please contact the church treasurer if you need further explanation of this policy or have any questions about the credit card program. 

General Policy 

· The card is issued in the name of the cardholder and no one else is allowed to use the card. 

· If there is a need to raise the credit card limit, please contact the church treasurer. 

· The card is the property of ________________and is to be used solely for church operations, including travel and entertainment expense on behalf of the church and authorized. 

· It is imperative that cardholders follow the procedures for lost or stolen or cards, immediately. 

· Card use will be audited and the privilege of a credit card may be rescinded at ANY time. 

· The church is liable for usage and card fees and it will not affect the cardholder’s personal credit. 

· The cardholder is accountable to the church for all charges made with the card, And surrendering the card at end of employment or upon request by the treasurer. 

· The church treasurer and Finance/Stewardship Committee will monitor that this credit card policy is being followed including completion of appropriate forms with receipts and signatures.
Cardholder Responsibilities 

· Obtain and retain the credit card slip and any other receipts with each usage. 
· Complete and sign a voucher form (including appropriate accounting and summary description) for each credit use and attach credit slips and additional receipts/documents that provide clear and adequate support for the expenditure. 

· The vouchers should be submitted to the treasurer as soon as reasonably possible after the charge. . 

· Maintain necessary steps to safeguard the credit card and the account number against loss, theft, or unauthorized use. 

· Allowable business expenses may include (provided other church financial policies are followed:
· Transportation 
· Parking fees 
· Lodging 
· Conference registration fees
· Supplies 
· Meals while away on church business - with following information provided for IRS purposes:
A description of the business purpose 
Name and location of restaurant

Date and time of the meal 
Per diem: $50
· Entertainment for others (when considered necessary and authorized fo church operations) - with the following information provided for IRS purposes:
A description of the business purpose or business benefit gained 
Name of entertainment provider

Date & time of expense
Business relationship and name(s) of entertainee (e.g. congregation member, youth member, representatives of affiliated church bodies, etc.)
· Non-allowable expenses 

· Services that require a job contract. 

· Personal usage 

· Report lost or stolen card: 

· Call the credit card company immediately. 

· Notify church treasurer as soon as possible. 

· Verify valid use and invalid use of card prior to loss and sign an Affidavit Forgery stating that the cardholder did not make the other charges included subsequent credit statements.   
Statement of acceptance and understanding of this credit card policy. 

By filling in the information below, including your signature, you agree to be bound by this agreement. Please sign ________________Credit Card Agreement and return it to the Church Treasurer. 

Name: __________________________________________________________________

Signature: _______________________________________________________________

Home Address:___________________________________________________________

Date: ___________________________________________________________________

Credit Card No. __________________________________________________________

Treasurer Signature: _______________________________________________________

Date:___________________________________________________________________ 


