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Northeastern catholic district school board



	USE OF CORPORATE CREDIT CARDS

	Administrative Procedure #: APB004


These administrative procedures outline the practices to be followed by the Northeastern Catholic District School Board in providing corporate credit cards to designated staff, in order to simplify the acquisition, receipt and payment of purchases and travel expenses incurred on behalf of the Board. 
Cardholders are responsible for exercising due care and judgment when using corporate credit cards. The following Board staff is authorized to have corporate credit cards: Director, Superintendents, Managers, and other staff as approved by the Manager of Financial Services.
 SEQ CHAPTER \h \r 1PROCEDURES
1.
Prior to obtaining a corporate credit card, the “Terms and Conditions for Usage of Board Credit Cards” agreement must be signed by the cardholder. It is the cardholder’s responsibility to ensure the Terms and Conditions are met on an ongoing basis. 
2. 
The Manager of Financial Services determines credit card limits. 
3. 
On a monthly basis, the credit card statements and supporting original detailed receipts must be reviewed and approved by the cardholder’s immediate supervisor and any unusual items followed up on. In the case of the Director, the credit card statement must be reviewed and approved by the Chair. 

The purpose of the supervisor’s review is to ensure items charged to the credit card: 

• 
meet all Board Policies and Procedures 

• 
are reasonable and justifiable 

•
are adequately supported by original receipts/invoices and explanations for expenditures. 

4. Examples of suitable use of a corporate credit card include: 

• 
Payment for travel, meals and hospitality in compliance with established policies and procedures 

• 
Tokens of appreciation (valued at up to $75) for voluntary services such as presentations, guest speakers. Notwithstanding the above, cards cannot be used to purchase alcohol, or gift cards from a retailer of alcohol products.
5. Examples of inappropriate use of a corporate credit card include: 

• Personal charges, such as booking personal travel 

• Gifts over $75.00 

• Split purchases to circumvent approval limits within the Purchasing Policy and other Board Policies 

• Purchasing goods and services that should be requisitioned through the Purchasing Department in accordance with the Purchasing Policy 

• Cash advances 
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