


Credit Card Use										3041

3041.10	Purpose.  The purpose of this policy is to prescribe the internal controls for management of District credit cards.

3041.20	Scope.  This policy applies to all individuals who are authorized to use District credit cards and/or who are responsible for managing credit card accounts and/or paying credit card bills.

3041.30	Implementation. 

	3041.30.1	All credit card accounts shall be authorized by the Board of Directors and issued to and in the name of the District. 

	3041.30.2	The General Manager, or his or her designee, shall keep all credit cards issued to the District locked, in a secure location, unless checked out to an employee or Director as set forth in section 3041.30.3.

	3041.30.3	The General Manager, or his or her designee, shall maintain a check-out log for each credit card account of the District. No District credit card shall be taken from its secure location unless checked out to an employee or Director. Each check out list shall contain, at a minimum, the person to whom the credit card is checked out to, the date, time, purpose for which the credit card is checked out, and the date and time the credit card is checked in and returned to its secure location. 

	3041.30.4	All credit card expenses shall be reasonable and necessary to the furtherance of District business.  No personal expenses shall be charged on a District credit card.  

	3041.30.5	All credit-card transactions shall have third-party documents (receipts) attached and the District purpose annotated by the cardholder and approved by the General Manager and/or her or his designee. It shall be the responsibility of the person to whom the credit card is checked out to and the General Manager, or his or her designee, to ensure that there is a receipt for every credit card purchase and that every credit card purchase is authorized.

	3041.30.6	All credit card bills shall be paid in a timely manner to avoid late fees and finance charges.

	3041.30.7	The Board of Directors shall review and approve credit-card transactions by the General Manager. The General Manager shall review and approve credit-card transactions by District personnel. The Board shall receive a copy of all of the credit card statements, receipts and check-out log at least once per month in the same or similar manner as the check register, or as determined by the Board.


3041.40	Disciplinary Action. Failure to comply with the requirements of this Policy (3041) related to the use of District credit cards shall result in disciplinary action up to and including termination.
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