Credit Card Payment
Purpose:
The intent of the following policy is to describe the manner in which authorized staff may use corporate credit cards and establish procedures for tracking and payments.
Policy:
It is the policy of CDS to ensure staff seeks approval through appropriate channels for credit card purchases and to process statements regarding acquisitions in an efficient and businesslike manner. Personal expenditures on CDS credit cards are prohibited. 
Procedure and/or Process:

Staff requesting to use a CDS credit card must fill out a Purchase Order Requisition form, sign and date and have their supervisor sign and date indicating approval. Purchases anticipated to exceed $1,000 must be approved by the CEO/COO prior to charging the item(s).
A Purchase Order will then be issued from the Fiscal Department and then the Credit Card may be used.

Any receipt, internet order confirmation or invoices pertaining to the transaction must be turned into the Fiscal Department immediately.

Fiscal staff will attach the receipts to the Purchase Order and Purchase Order Requisition and check the transaction against the Credit Card statement.

The Credit Card statement must be paid in full each month including any finance charges.

Any missing receipts must be accounted for, attached and filed with the Credit Card statement.
Any charges on the statement that staff can not account for must be disputed by official notice to the Credit Card Company.

Items in dispute must not be paid until the Credit Card Company has completed an investigation and proven that the charge is appropriate.

Fiscal staff must review the Credit Card statement to ensure a credit is received should the charge not prove to be made by CDS.
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