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CREDIT CARD AND ELECTRONIC PAYMENT POLICY
Objective
· To allow the Executive Director (ED) access to efficient and alternative means of payment for approved expenses, specifically expenses related to monthly dinner meetings and office supplies as authorized in the approved budget.
Rules and Procedures

1. No more than two (2) credit cards are to be issued; the first card will be issued to the Treasurer, or to the President in the event of a Treasurer vacancy; and if a second card is issued, the second will be issued to the ED.  A second card will be issued to the ED at the discretion of and upon approval by the Treasurer or the President in the event of a vacancy of Treasurer.
2. Credit card will be securely maintained by the Executive Director (ED) upon approval of the Board of Directors; prior to such approval or in the event the ED position is vacant, the credit card will be in possession of the Treasurer or the President in the event of a Treasurer vacancy.

3. Immediately upon voluntary or involuntary termination of the ED, the ED shall return the credit card to the Treasurer or the President in the event of a Treasurer vacancy.

4. 
5. Credit card will be used only for business purposes in line with the approved budget line items.

6. The account balance will be paid in full every month,

7. Personal purchases are strictly prohibited.
8. Detailed receipts showing expenditures made using the credit card must be retained and attached to the monthly credit cardstatement and reported in the CPES QuickBooks account.

9. Monthly credit card statements, with attached receipts, must be submitted to the CPES Treasurer within 10 days of receipt of the statement for review.

10. Other than customary dinner meeting costs, no expense(s) shall be charged to the credit card in excess of $250 without prior approval of the President or Treasurer; such expense must be in accordance with this Policy.

11. No payments for services rendered to CPES by consultants or independent contractors shall be made with the credit card or through electronic payments unless those expenses are approved in advance in writing by the President or Treasurer.

12. Electronic payments  using the credit card shall be in accordance with this Policy and the CPES Bylaws.

13. Only the ED and Treasurer shall be given the user name and password to access the account online unless there is an ED or Treasurer vacancy, in which case, the President will also be provided the user name and password.  Whenever the person holding any position with knowledge of the user name and password no longer holds that position, the password shall be changed.
14. To the extent practical/allowable, upon the initial application for the credit card or any renewal thereof, the credit limit shall be no more than $5000.00.

15. In the event a personal guarantee is required to open a credit card account or to maintain or renew such account, the credit card shall be cancelled within thirty (30) days of being notified of the requirement for a personal guarantee.

16. Once credit cards are issued, all debit cards associated with the checking account will be cancelled and destroyed.  Until such time, the ED will continue to use the debit card at the discretion of the Treasurer and in accordance with the intent of this policy.  
Acknowledged and agreed, this ____ day of _________, 2017

______________________________

President

______________________________

Executive Director
