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Debit and Credit Card Policy

Policy Statement

This policy provides guidance for the use of credit and debit cards for which the church has responsibility.  It provides accountabilities for authorization of use as well as reporting of purchases.

Inclusions and Exclusions

All employees of the church who are authorized to make purchases on behalf of the church are governed by this policy.  There are no excluded individuals, groups, or departments to this policy.

Stewardship

The Senior Pastor of the church is responsible for the management of this policy.  The Executive Pastor of the church provides practical administration of this policy.  The Board of the church is authorized to make changes to the scope and detail of this policy in accordance with the bylaws of the church.

Body

Inasmuch as employees may be authorized and instructed to make purchases on behalf of the church using a debit or credit card for which the church is responsible, the following procedures should be used for the management of such usage.

Use of a debit or credit card for which the church is responsible is authorized for the convenience of the church and its employees.  It is expected that the employee will use the card in a conservative manner and protect the card from damage or theft.

Purchases that are routine in nature and a component of an approved departmental operating budget may be made without additional approval provided that the total purchase does not exceed $250.00.  

Purchases that are not routine, are not a component of an approved departmental operating budget, or which total more than $250.00 must be approved in advance of the purchase by the Senior Pastor or designee.

Purchases made by the Senior Pastor that are not routine, are not a component of an approved departmental operating budget, or which total more than $250.00 must be approved in advance of the purchase by the any other officer or designee set by the board of directors.
The use of a debit or credit card for which the church is responsible should be confined to those approved purchases that have direct ministry need and value.  No personal use of the debit or credit card is authorized.  Purchases that are deemed to be personal in nature will be credited to the employee as taxable wages and deducted from compensation and may, at the discretion of the board of directors or designee, result in the loss of privileges and disciplinary action.

Forms and Instructions

Requests for approval of purchases, when required, should be made using the Purchase Authorization and Check Request template that is attached to this policy.  

Reconciliation of all purchases should be made using the Purchase Authorization and Check Request template that is attached to this policy.  Please review the written policy for use of this form and utilize accordingly.

Definitions

Debit Card – a card, usually plastic, by which money may be withdrawn or the cost of purchases paid directly from the holder's bank account without the payment of interest.
Credit Card – a card, usually plastic, issued (with or without a fee) by an issuer for the use of the cardholder in obtaining money, goods, services, or anything of value; and that creates a liability by the card user in favor of the issuing institution.

Signatures

______________________________

Senior Pastor

______________________________

Treasurer

______________________________

Secretary
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