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SPEA Credit Card Policies and Procedures

OBJECTIVES
· To allow SPEA Board members access to efficient and alternative means of payment for approved expenses, especially expenses related to business travel, office supplies, Board approved donations, dining, entertainment, and beverages; or any Board approved activity that complies with SPEA’s Bylaws and objectives.

· To improve managerial reporting related to credit card purchases.

· To improve efficiency and reduce costs of payables processing.

POLICIES AND PROCEDURES
1. Cardholders are responsible for ensuring that they adhere to the Corporate Credit Card policy, thereby ensuring adequate controls are exercised to minimize the risk that Corporate Credit Cards are used for fraudulent or corrupt purposes.  Cardholders are referred to the President, Treasurer or Vice President for further information on their role in relation to fraud and corruption prevention.  The Corporate attorney may be contacted for clarification.

2. SPEA credit cards will be issued to Board members, only with approval of the President and Treasurer.

3. Board members are eligible to be issued only one (1) Corporate Credit Card. 
4. Each card will be limited to a maximum set by the President and Treasurer, who will determine the limit on the basis of need.  

5. To be eligible for a Corporate Credit Card, a Board member must meet one or more of the following criteria:

a) Travel frequently in the course of his/her duties or

b) Purchase significant volumes of minor goods and services for use by the Corporation or

c) Incur regular frequent expenses of a kind appropriately paid by a credit card or

d) Provides representation to local, State and Congressional events on behalf of the Corporation.

Cardholder Responsibilities and Limitations
1. Credit cards will only be used for business purposes. Personal purchases of any type are strictly prohibited.

2. Cardholders must retain transactional evidence to support all charges.  An acceptable receipt for reimbursements of claimable business expenses on the Corporate Credit Card is an original receipt. 

a) In the case of meals and entertainment, each receipt must include the names of all persons involved in the purchase, and a brief description of the business purpose of the purchase, in accordance with Internal Revenue Service regulations.

b) Detailed receipts must be retained and provided monthly to the Treasurer for reconciliation of the account or the charge will be assessed against the Cardholder.

3. Listed below are examples of the type of official expenditure that can be incurred using a Corporate Credit Card:

a) Corporation travel related expenses, including taxi fares, parking expenses, actual cost of meals, accommodation and hire cars;

b) Costs incurred for conferences, prepayment of courses/conference fees;

c) Cost of official “out of pocket” expenses (including certain approved entertainment/hospitality costs) however, the approval of the Board must be obtained prior to incurring any such expense.

d) Tangible personal property is property that can be touched and retained in one’s possession (excludes food, entertainment, and other consumables.) Services are works or activities performed by another for a fee (includes normal services such as personal services performed by professionals and/or non-professionals, but excludes lodging.).

4. Card purchases without receipts are ultimately the responsibility of the Cardholder.  A failure to provide receipts or credible explanation for the unsupported expenditure could result in the Cardholder reimbursing SPEA for the unsupported charge, unless the Board ratifies the unsupported expenditure.

5. Reimbursement for return of goods and/or services must be credited directly to the Card account.  No cash should be received by the Cardholder.

6. Lost or stolen cards must be reported and cancelled immediately.  Cardholder must immediately notify the Treasurer and President upon discovery.
7. Disputed transactions must be resolved with the Supplier and the Bank by the Cardholder.  The Cardholder must notify the Bank immediately for resolution and the Treasurer should the informed for the noting.

Conditions of Use
1. The Corporate Credit Card shall not be used for:

a) Tobacco products
b) Cash advances

c) Capital equipment and upgrades over $1,000

d) Prescription or controlled substances

e) Construction, renovation/installation

f) Personal items or loans

g) Expenses other than those incurred by the assigned Cardholder named on the card.

h) Unapproved expenditures

2. Any other items deemed inconsistent with the values and objects of SPEA. Cash advances on credit cards are strictly prohibited without written permission from the President and the Treasurer.

3. The Corporation Credit Card is to be used only for official Corporate business, not personal expenses. Charging personal transactions to Corporate Cards is not acceptable under any circumstance.  Cardholder transactions will be scrutinized to ensure compliance with this policy.

4. Infractions of the conditions of the Policy could result in cancellation of the card and withdrawal of Corporate Credit Card privileges.

5. Breaching of this policy can lead to disciplinary action against the employee concerned.  In all cases of misuse, this Corporation reserves the right to recover any monies from the Cardholder. Cardholders will be required to sign a declaration authorizing this Corporation to recover any amount incorrectly claimed.

6. Cardholders will be required to sign an agreement indicating they accept these terms. Individuals who do not adhere to these policies and procedures risk revocation of their credit card privileges and/or removal from office.

7. Cardholders issues with a Corporate Credit Care are in a position of trust in regard to use of donated funds and shareholder funds.  Improper or unauthorized use of the Corporate Credit Card may result in the Cardholder being held liable for expenditures, legal/disciplinary action being brought against the Cardholder by the SPEA Board which may subject the Cardholder to disciplinary action by the Surprise Police Department and/or AZPOST. SPEA disciplinary action may include termination of the use of the Corporate Credit Card and/or removal from office. 

Treasurer’s Responsibility and Records Management
1. Monthly Treasurer’s report shall be submitted to the President at the monthly Board meeting and membership meetings. If the Board cancels a monthly meeting or the Treasurer is unavailable to attend a monthly meeting, the Treasurer shall provide, in writing (via e-mail, or memorandum) the Treasurer’s report and any discrepancies or deficiencies of SPEA’s account. 

2. All documentation associated with the payment of a Corporate Credit Card will be maintained with the Treasurer and any reimbursement of the Corporate Credit Card will be maintained with the Treasurer and the Secretary for a total of three (3) years as prescribed under A.R.S. Title 10, Chapter 39, Articles 1 & 2. 
3. Audits of Cardholder purchases will occur on a monthly basis by the Treasurer or the designee.  In addition, external auditors could carry out audits from time to time.

4. Detailed receipts must be retained and provided monthly to the Treasurer for reconciliation of the account or the charge will be assessed against the card holder. In the case of meals and entertainment, each receipt must include the names of all persons involved in the purchase, and a brief description of the business purpose of the purchase, in accordance with Internal Revenue Service regulations.

5. If the Treasurer discovers unsupported charges on the SPEA account (i.e. credit card, checks, cash, receipts, etc.) the Treasurer shall immediately, upon discovery, notify the President and the individual Board member of the unsupported charges.  If the Board member believed that the charges were authorized, the President shall bring the matter to the SPEA Board at a special meeting or a monthly Board meeting for ratification of such charge.  If the charge is not ratified by the Board and/or the charge is deemed to be inadvertent/accidental the member shall reimburse SPEA for the unsupported charge within five (5) business days from the Board’s determination.
DISCLAIMER

Cardholder acknowledges that a copy of the Cardholder’s Agreement and SPEA Corporate Credit Card Policy and Procedure was provided to me on the date of the signed Agreement.  

Cardholder acknowledges that a copy of this Agreement shall be maintained with the Secretary until the expiration of the designated credit card.
SPEA CARDHOLDER AGREEMENT

I,

, 
hereby acknowledge receipt of the following 

credit card: 

 / 

 
-


-


-




(type of credit card)
(credit card number)
 

I understand that improper use of this card may result in disciplinary action, as outlined in SPEA’s Corporate Credit Card Policy and Procedure, as well as personal liability for any improper purchases. As a cardholder, I agree to comply with the terms and conditions of this agreement, including the attached Corporate Credit Card Policies and Procedures agreement.

I acknowledge receipt of said Agreement and Policies/Procedures and confirm that I have read and understand the terms and conditions. I understand that by using this card, I will be making financial commitments on behalf of SPEA and that SPEA is liable to _____________BANK for all charges made on this card.          

I will strive to obtain the best value for SPEA when purchasing merchandise and/or services with this card.

As a holder of SPEA’s Corporate Credit Card, I agree to accept the responsibility and accountability for the protection and proper use of the card, as enumerated above. I will return the card to the President or Treasurer, upon demand, during the period of my office. I further agree to return the card upon termination/recall of my office. I understand that the card is not to be used for personal purchases. If the card is used for personal purchases or for purchases for any other entity, SPEA will be entitled to reimbursement from me of such purchases and such reimbursement shall be made within five (5) business days from the date of the Board’s determination. I further agree that if I make any non-personal transactions in violation of the policy in question, i.e., incur financial liability on the Corporation's part that is not within the scope of my duties or my authorization to make business-related purchases, I am financially responsible for any such expenses and agree to reimburse the Corporation for such amounts until the unauthorized amounts are fully repaid along with interest at 10% per annum. If repayment is not made, I understand that SPEA shall be entitled to pursue legal action, if required, to recover the cost of such purchases, together with costs of collection and reasonable attorney fees as well as interest at 10% per annum.

Signature 

   
Date



                                                  (Cardholder)
______________________________________________

Cardholder’s Name - Printed
Signature 


Date

 

                                  (SPEA President or Treasurer)
