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To  Employee Receiving New Card:

It is my understanding that you will soon be in receipt of your  (Church Name) charge card. I want to make sure that you are aware of the policy of FBC’s charge card privileges.

Anyone having a charge card must adhere to the following:

· Report card lost or stolen IMMEDIATELY to (Bank’s name and phone number) first and Finance Office staff second.

· Turn in your receipts. immediately after each purchase with the back stamped and coded properly to the file folder located in the Accounting Manager’s office, labeled with your name. 

· When you order items by telephone or the Internet and do not receive a receipt, you MUST use: 1) a purchase order. This helps the vendor and us trace the product should problems occur. It also provides a record of what was ordered and when. A purchase order after-the-fact is not acceptable. OR 2) you may use the wallet size receipt (attached) for your convenience if you are on the road. Turn in these documents to your personal folder as you would any receipt.

· If any receipt(s) are outstanding at the time of statement reconciliation, you will receive a copy of the statement with those items highlighted. These must be turned into the Finance Secretary within 24 hours.  

Continued delinquency of turning in receipts may result In loss  of card.

· If you are unable to locate any receipt(s), the amount will be deducted from your paycheck (or you may write a check to (Church Name) until the receipt is found. Please communicate your preference to the Accounting Manager.

· Any problems regarding inappropriate charges, errors in billing, etc.  against your personal card become the responsibility of the card holder to resolve and/or reimburse.

Charge cards are not a convenience. They are issued for emergency spending. The Finance Committee requests that every effort be taken to order items in advance using purchase orders along with sensitivity to budget and cash flow each month.

I have read and understand my obligations of holding a Church Charge Card. 

Employee:_________________________________     Date:______________________

Church Administrator:________________________    Date:______________________

Cc: Personnel File

     Accounting Manager

