PATHWAYS ABILITIES SOCIETY 
POLICY: CREDIT AND CREDIT CARDS

Applies to: All Personnel

PREAMBLE

Due to the nature of conducting business operations, credit and credit cards are required. Selected employees will be given the authority to charge items and/or issued credit cards. 

POLICY

The authority to charge items on account and employee credit cards will be issued based on established need. Costs associated with the credit card and account maintenance will be paid by the organization. Individual credit and credit card limits will not exceed $10,000.00. The total credit card limits for the organization will not exceed $50,000.00. Unbudgeted purchases in excess of $2,500.00 require the approval of the Board of Directors. Employees in the possession of society credit cards are responsible for the card and are required to ensure their safekeeping.  

Society credit and credit cards will only be used to conduct Pathways Abilities Society business transactions.  Use of society credit or credit cards for personal transactions is expressly forbidden and will result in disciplinary action for the employee.  

Society credit cards will be maintained in a locked secure location. The executive director and/or the Board’s Executive Committee issues credit cards to employees as required.  

All receipts generated through credit and credit card use will be submitted within one working day to the administration department.  All receipts must be initialled or signed by the employee specifying which department the transaction relates to.  Receipts are allocated and expensed departmentally.  Credit and credit card statements are paid in full monthly. Persons’ in receipt of a society credit card will not remit credit card payments unless it is absolutely required. In such case a member of the Board’s Executive Committee will authorize the transaction. 
If a Society credit card is lost, the loss will be reported immediately to the executive director or his/her designate and to the issuing credit card company.  

When an employee with credit authorization or in possession of a society credit card leaves the organization, he/she will return the credit card to the executive director or designate one week prior to their last day worked. The credit card account will be cancelled and the card destroyed.  Employees with credit authorization will have their name removed from the applicable accounts. 
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