Corporate Credit Card Policy and Procedures
Credit Card Policy:

The Alliance for College Ready Public Schools establishes the use of the corporate credit cards in order to make funds readily available to expedite purchases of merchandise, travel, and non-travel related expenses in accordance with the Alliance’s purchasing policy. The card is encouraged to be used when diligent planning for procuring has been made, but the purchasing and check payment process will not be expeditious to secure merchandise or services in a timely manner.
1. For any charges made on a company credit card that is deemed the personal or 
unauthorized will be responsibility of the individual cardholder.
2. Receipts should be compiled and submitted with the Credit Card 

Reimbursement Form on a monthly basis.
3. Unauthorized use of the credit card includes:
a. Cash advances, leases, and maintenance services such as copiers or 

software maintenance.

b. Personal or non-business expenditures of any kind.

c. Capitalized furniture or equipment.

d. Services of any nature.

e. Meals, entertainment, gifts or other expenditure which are prohibited 

by:

1. Budget and/or policies

2. Federal, state, or local laws or regulations
Credit Card Procedures: 
The following procedures must be followed by both the cardholder and the person who is authorized to use the credit card for purchasing goods and services on behalf of the Alliance.
1. The credit cardholder is responsible for reviewing the monthly Bank of the        West credit card statement for accuracy. Any unauthorized charges shown on

 the statements must be reported to accounting immediately.
2. All purchases must be business related and no personal use of card is allowed.

3. The person using the credit card is responsible for submitting the original receipt to Accounting department. 
4. All corporate credit card users must fill out a credit card form that will be submitted with the receipts and credit card statement. The credit card form will include date of purchase, amount and for what purpose the purchase was made. 

5. The accounting department will review the submitted form and receipt(s) when received. Any incomplete form submitted with missing information will be returned to the person who is responsible for filling out the form.

6. A person who is not in compliance with the policy will no longer have the privilege to us the credit card. 
Credit Card Policy and Procedures Employee Acknowledgement 

I hereby acknowledge that I have received a copy of the Corporate Credit Card Policy and Procedure. I have read this policy and procedure and clarified any questions regarding its provisions. I understood that as a cardholder I am responsible for all charges incurred on the credit card. I agree to comply with all the requirements contained therein and understand that appropriate disciplinary action will be taken if I am found in violation of the policy and that the Alliance will require restitution of the credit card is used improperly.

Employee:


Name: __________________________   

Signed: __________________________ Date: _____________

