2.14 Credit Card Policy and Procedures

2.14.1 Purpose:  This policy provides the guidelines for Centennial United Methodist Church (CUMC) to obtain, use, maintain and terminate a credit card account for use by CUMC employees for purchasing supplies or services needed for program activities and facility operation, repair and maintenance.  The scope of this policy includes application for a card, issuance of cards to employees or staff members, allocation of expenditures to proper accounting categories, payment of card invoices, record keeping and policy revision.  It is the intent of this policy and these procedures to be consistent with existing internal financial controls for check issuing and other accounting and budget requirements.
2.14.2 Revision History

2.14.2.1 In a 2005 CUMC financial audit, a recommendation was made to develop a credit card usage policy to ensure that the Church’s business credit card would be properly used.

2.14.2.2 This policy has been issued or revised as follows:

	Date
	Rev. No.
	Change
	Reference Sections:

	9/26/07
	0
	Initial Issue
	Entire policy


2.14.3 Persons Affected.  The persons affected by this policy are: the Finance Committee Chair; the Church Administrator; the Treasurer; employees or staff members authorized to use credit card.

2.14.4 Policy

2.14.4.1 The Finance Committee Chair shall be cognizant of the potential financial exposure of this credit card policy; the policy and revisions to the policy; and that a list of persons issued a card is on file.  The Finance Chair shall respond to a request by the Church Administrator to obtain credit card accounts.
2.14.4.2 The card is to be used to collect certain expenditures (purchasing supplies or services needed for program activities, and expenditures for facility operation, repair and maintenance) and pay for these on a monthly basis. The card is not intended to be used to accumulate a balance that incurs interest, although some minor amounts of interest may be incurred in management of the account.

2.14.4.3 The Church Administrator manages the credit card program. 

2.14.4.4 The Church Treasurer assures that expenditures are allocated to valid accounting categories. 
2.14.5 Definitions

Formal Orientation:  An orientation that has a record including date, topics covered, person’s attending, and acknowledgment by signature of persons receiving the orientation.
2.14.6 Responsibilities

2.14.6.1 The Finance Committee Chair approves the initial policy and revisions to the policy. The Finance Chair reviews and approves requests for an application for a credit card and the credit card user list.
2.14.6.2 The Church Administrator prepares applications for and terminations of a credit card and requests approval by the Finance Committee Chair. The Church Administrator issues credit cards to CUMC employees and provides an orientation on the details of this policy. The Church Administrator shall advise the Finance Chair of the list of people authorized to use a CUMC card or when a person is added or removed from the list. The Church Administrator prepares a payment request for the credit card invoice to facilitate timely invoice payment.
2.14.6.3 Employees shall use the credit card for only administrative, programmatic or facility applicable use. No personal items are to be purchased with the card.  
2.14.7 Procedures

2.14.7.1 Application.  The Church Administrator prepares a memo (also to be filed) advising the Finance Committee Chair of the details of a proposed credit card arrangement and requests approval. The acknowledged memo is filed.  The application is forwarded to the credit card company by the Church Administrator.
2.14.7.2 Issuance of cards.  The Church Administrator determines who should be issued a CUMC credit card and provides each card user with an orientation. A log of who receives an orientation, the date of orientation, policy revision used in the orientation is maintained.  Employees will sign an acknowledgement form saying they have been briefed on employee responsibilities and procedures.
2.14.7.3 Credit card limits.  The Church Administrator has complete discretion as to the credit limit for each employee.  The credit card company will be notified by the Church Administrator when a user may have unique or unusual usage.
2.14.7.4 Employee Actions. Employees who are issued a card shall protect the card to avoid losing it.  If the card is lost or stolen, the card user shall notify the credit card company and the Church Administrator immediately.

2.14.7.5 Receipt collection.  Card users shall collect both the sales slip and credit card authorization and return it to the Church Administrator as soon as possible after the purchase.   If an online purchase is involved then the card user shall print a receipt and provide it to the Church Administrator. 
2.14.7.6 Card users shall determine or have the Church Administrator determine the appropriate fund that is to be charged.  If the card user is not the authorized signer for the fund, authorization shall be obtained for the expenditure.  A determination by the authorized signer or card user shall be made that the expenditure is within the remaining budgeted funds.
2.14.7.7  A note as to why the purchase was made (who requested the purchase or for what is was used, so as to facilitate proper accounting) shall be included.  The Church Administrator shall maintain a file of this information for use with invoice reconciliation.

2.14.7.8 Preparing payment request voucher.  The Church Administrator reviews the monthly (or other) invoice and determines the validity of charges against receipts collected.  Accounting categories for the expenditures should be identified and supplied to the Treasurer.  If late fees or interest charges appear, timing of invoice payment should be discussed with the Treasurer and resolved. Records of the payment request, and notes on reconciling the invoice, card terms and conditions should be maintained for 7 years.

2.14.7.9 Termination of a user’s card. The Church Administrator can terminate any user’s card by notifying the credit card company, and shall notify the Finance Chair of this action as soon as possible.  Employees must return credit card when leaving employment.  The Church Administrator will give a written receipt to the employee when the card has been returned.
2.14.7.10 Revision: This policy should be reviewed as determined by the Church Administrator or at least every two years.  Revisions to the policy shall be reviewed and approved by the Finance Committee.  If the policy is revised in a way that impacts card users, the users shall be given a formal orientation on the new provision.

2.14.7.11 Procedures Resolving Invoice Errors and Disputes 

2.14.7.11.1 The Church Administrator reviews the expenses on the monthly credit card statement for items that are not consistent with the receipts collected and determines which items are valid and discusses with staff members and/or the Credit Card Company. 

2.14.7.11.2 In case of an error the Church Administrator should first contact the vendor to discuss the problem.  Most exceptions can be resolved between the cardholder and the supplier directly.

2.14.7.11.3 If an agreement is not reached with the vendor, contact customer service at the Credit Card Company.

Credit Card Staff Sign Off

Centennial United Methodist Church Credit Card Usage Form

I acknowledge that I have received a copy of the Centennial UMC Credit Card Usage Policy.  I have been briefed on Sections 2.14.4.2, 2.14.4.3, 2.14.6.3, 2.14.7.2, 2.14.7.3, 2.14.7.4, 2.14.7.5, 2.14.7.6, 2.14.7.9.   I understand the card user responsibilities listed in the policies and procedures.
___________________________________________________________   ___________

Employee








 Date

___________________________________________________________  ____________

Church Administrator






 Date
