Diocese of Ohio

 Parish Credit Card Policy

The purpose of these policies is to provide appropriate controls over parish funds in order to maintain the trust of those whose gifts makes possible our common work.  It is necessary responsibility of our stewardship.  In addition the reporting of certain details is a requirement of the Internal Revenue Service in the determination of taxable vs. non-taxable income for employees. These are detailed in our policies for an “Accountable Reimbursement Plan”.  While documentation may be considered adequate to substantiate that the purchase is an “appropriate parish expenditure" it may not meet the IRS requirements for exclusion from reporting as employee income.  Failure to enforce the requirements of IRS can result in the reimbursement plan as being classified as a “non-accountable plan” and imposition of penalties and fines. 

When using a parish credit card the following procedures will apply:

· The credit card agreement between the parish and ___________________, the card issuer, signed by each employee when applying for a credit card, permits only business use of the card.  Any personal expenses that are accidentally charged to your parish credit card should be reported to the treasurer within 5 business days of the purchase and should be reimbursed to the parish immediately.  Frequency of “accidental use” may result loss of credit card privileges.

· All business expenses should be paid with your parish credit card.

· You will be provided with a copy of your portion of the credit card statement every month.  This copy should be used to prepare your credit card form and reconcile your receipts.

· You are responsible for the accurate completion of your credit card form.  Each expense on your portion of the credit card statement should be listed on the form along with the date of the expense, a description of what was purchased, the business purpose of the expense, the amount of the expense and the account number to which the expense should be charged.

· All receipts (regardless of the amount) must be turned in to the treasurer along with you credit card form 10 days following the close of the calendar month in which the expense was incurred.  Only receipts showing itemized expenses will be accepted.  

· If you are unable to obtain a receipt for an expense, the expense should still be documented on the credit card form along with the reason why you were unable to obtain a receipt.  The employee may be required to reimburse the parish for expenses missing receipts or backup documentation (upon review by Treasurer’s Office). Business purpose must also be documented. Consistent failure to provide receipts creates a presumption of personal use.

· When using your credit card for online purchases, a printout of the confirmation you receive for your purchase is acceptable as a receipt.  Original receipts, rather than photocopies, are expected to be attached for purchases not made online

· The credit card bill will not be paid unless all of the proper documentation is received from the employee.  If the parish incurs late charges as a result of your tardiness in turning in the required forms and receipts, the late charges will be expected to be reimbursed by you.
· Care should be taken by the employee to keep separate files for documentation of expenses paid for by parish credit card and those paid for by cash or personal credit card (which will be submitted for reimbursement).  Requests for reimbursement for personal expenses paid for using your parish credit card is a fraudulent action.   Credit card reports will be reconciled with requests for reimbursement by the treasurer on a regular basis and any abuse reported to the appropriate authority for action.  

· Possession of a parish credit card is a privilege; misuse may result in the revoking of this privilege.
I have read, understand, and agree to abide by the provisions of the above policy.

__________________________________ 

_____________________
   

                         Employee




              Date

