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RE: BUSINESS CREDIT CARD POLICY FOR EMPLOYEES

1. PURPOSE AND SCOPE

1.1 Purpose: This policy establishes the rules, responsibilities, and procedures governing the issuance and use of company business credit cards by employees of [COMPANY NAME].

1.2 Scope: This policy applies to all employees, officers, and authorized personnel who are issued a company business credit card or who use a business credit card on behalf of the company.

1.3 Policy Administrator: The administrator of this policy is [POLICY ADMINISTRATOR NAME], [POLICY ADMINISTRATOR TITLE], who may be contacted at [POLICY ADMINISTRATOR EMAIL ADDRESS] or [POLICY ADMINISTRATOR PHONE NUMBER].

2. DEFINITIONS

2.1 Business Credit Card: Any corporate credit card, purchasing card, or travel card issued by [COMPANY NAME] through its designated card issuer, [CARD ISSUER NAME].

2.2 Cardholder: An employee who has been issued a Business Credit Card in their name and who is authorized to use it for approved business purposes.

2.3 Approving Manager: The Cardholder's direct supervisor or such other individual designated in writing by [COMPANY NAME] to approve card expenditures.

2.4 Authorized Business Expense: A purchase of goods or services that is reasonable, necessary, and directly related to the conduct of the company's business and that complies with this policy.

2.5 Prohibited Expense: Any purchase or transaction listed in Section 7 of this policy or otherwise prohibited by applicable law or company directive.

3. ELIGIBILITY AND CARD ISSUANCE

3.1 Eligibility: Business Credit Cards may be issued to employees who hold the position of [ELIGIBLE POSITIONS] and who have completed [NUMBER] months of continuous employment with the company.

3.2 Application: An eligible employee must submit a completed card application to [POLICY ADMINISTRATOR NAME] and obtain written approval from [APPROVING MANAGER NAME OR TITLE].

3.3 Card Issuance: Upon approval, the card will be ordered from [CARD ISSUER NAME] and delivered to [DELIVERY LOCATION OR DEPARTMENT].

3.4 Card Limits: Each card will be issued with a single-purchase limit of [SINGLE PURCHASE LIMIT] and a monthly spending limit of [MONTHLY SPENDING LIMIT], unless a different limit is specified in the Cardholder Agreement.

3.5 Cardholder Agreement: Each Cardholder must sign the Cardholder Agreement attached as Exhibit A before the card is activated.

3.6 Card Activation: The Cardholder must activate the card by calling [ACTIVATION PHONE NUMBER] and must sign the back of the card immediately upon receipt.

4. AUTHORIZED USE

4.1 Business Purpose Only: Business Credit Cards may be used only for Authorized Business Expenses incurred on behalf of [COMPANY NAME].

4.2 Permitted Expenses: Permitted expenses include, without limitation, [LIST OF PERMITTED EXPENSE CATEGORIES].

4.3 Prior Approval: Expenses exceeding [APPROVAL THRESHOLD AMOUNT] require prior written approval from the Approving Manager.

4.4 Travel and Entertainment: Travel and entertainment expenses must comply with the company's Travel and Entertainment Policy and must be supported by itemized receipts.

4.5 Personal Use Prohibited: Cards may not be used for any personal, family, or non-business purpose, even if the Cardholder intends to reimburse the company.

5. PROHIBITED TRANSACTIONS

5.1 Prohibited Expenses: The following transactions are prohibited: [LIST OF PROHIBITED EXPENSE CATEGORIES].

5.2 Cash Advances: Cash advances, ATM withdrawals, and cash-equivalent transactions are prohibited unless expressly authorized in writing by [POLICY ADMINISTRATOR NAME].

5.3 Split Transactions: Cardholders may not split a single purchase into multiple transactions to avoid approval thresholds or card limits.

5.4 Unauthorized Merchants: Purchases from merchants outside the approved vendor list maintained by [PROCUREMENT DEPARTMENT NAME] are prohibited without prior approval.

6. CARDHOLDER RESPONSIBILITIES

6.1 Safekeeping: The Cardholder is responsible for safeguarding the card and card number at all times and must not lend the card to any other person.

6.2 Reporting Loss or Theft: The Cardholder must immediately report any lost, stolen, or compromised card to [CARD ISSUER NAME] at [CARD ISSUER PHONE NUMBER] and to [POLICY ADMINISTRATOR NAME].

6.3 Receipts: The Cardholder must obtain and retain itemized receipts for all transactions and submit them as required in Section 8.

6.4 Monthly Reconciliation: The Cardholder must review the monthly card statement and reconcile all transactions by [RECONCILIATION DEADLINE, E.G., THE 15TH DAY OF THE FOLLOWING MONTH].

6.5 Disputed Charges: The Cardholder must notify [CARD ISSUER NAME] and [POLICY ADMINISTRATOR NAME] of any disputed charge within [DISPUTE PERIOD, E.G., 30 DAYS] of the statement date.

6.6 Separation from Employment: The Cardholder must surrender the card to [POLICY ADMINISTRATOR NAME] on or before the last day of employment and must submit all outstanding receipts and reconciliations.

7. APPROVAL AND DOCUMENTATION REQUIREMENTS

7.1 Expense Reports: Cardholders must submit an expense report for each billing cycle using [EXPENSE REPORTING SYSTEM OR FORM NAME].

7.2 Supporting Documentation: Each expense report must include itemized receipts, a business purpose statement, and the names of any attendees for meals or entertainment.

7.3 Approval Workflow: Expense reports must be approved by the Approving Manager and then submitted to [ACCOUNTS PAYABLE DEPARTMENT NAME] for processing.

7.4 Record Retention: Expense records must be retained for [RETENTION PERIOD, E.G., SEVEN YEARS] in accordance with the company's records retention policy.

8. REIMBURSEMENT AND PERSONAL CHARGES

8.1 Accidental Personal Charges: If a personal charge is made in error, the Cardholder must notify [POLICY ADMINISTRATOR NAME] within [NOTIFICATION PERIOD, E.G., TWO BUSINESS DAYS] and must reimburse the company in full within [REIMBURSEMENT PERIOD, E.G., 10 BUSINESS DAYS].

8.2 Payroll Deduction: The company may, to the extent permitted by applicable law, deduct unreimbursed personal charges from the Cardholder's pay.

8.3 Late Submission: Expense reports submitted after [LATE SUBMISSION DEADLINE] may be denied, and the Cardholder may be required to reimburse the company for the expense.

9. MONITORING AND AUDIT

9.1 Company Review: [COMPANY NAME] reserves the right to monitor, review, and audit all card transactions at any time.

9.2 Periodic Audits: The [AUDIT DEPARTMENT NAME] will conduct periodic audits of card usage and expense reports.

9.3 Cooperation: Cardholders must cooperate fully with any audit or investigation and must provide requested documentation within [DOCUMENTATION DEADLINE, E.G., FIVE BUSINESS DAYS].

10. VIOLATIONS AND DISCIPLINARY ACTION

10.1 Policy Violations: Violation of this policy may result in revocation of card privileges, required reimbursement, and disciplinary action up to and including termination of employment.

10.2 Fraud: Suspected fraud or misuse will be referred to [FRAUD REPORTING CONTACT OR DEPARTMENT] and may be reported to law enforcement.

10.3 Revocation: [COMPANY NAME] may suspend or revoke any card at any time, with or without cause.

11. TAX AND ACCOUNTING COMPLIANCE

11.1 Documentation Standards: All expenses must be documented in a manner sufficient to satisfy applicable tax and accounting requirements, including [APPLICABLE TAX AUTHORITY, E.G., IRS] substantiation rules.

11.2 Taxable Benefits: Any personal use of a company card that is not timely reimbursed may be treated as taxable compensation to the Cardholder.

11.3 Sales and Use Tax: Cardholders must ensure that applicable sales and use tax is properly charged and recorded.

12. POLICY ACKNOWLEDGMENT

12.1 Acknowledgment Required: Each Cardholder must sign the acknowledgment below confirming that they have read, understood, and agree to comply with this policy.

12.2 Continuing Obligation: The acknowledgment remains in effect for as long as the Cardholder holds a Business Credit Card and until all outstanding obligations are resolved.

13. AMENDMENTS AND QUESTIONS

13.1 Amendments: [COMPANY NAME] may amend this policy at any time by written notice to Cardholders.

13.2 Questions: Questions regarding this policy should be directed to [POLICY ADMINISTRATOR NAME] at [POLICY ADMINISTRATOR EMAIL ADDRESS].

14. SIGNATURES

14.1 Cardholder Acknowledgment: I, [CARDHOLDER NAME], acknowledge that I have received, read, and understand the Business Credit Card Policy of [COMPANY NAME] and agree to comply with its terms.

Cardholder Name: [CARDHOLDER NAME]

Cardholder Title: [CARDHOLDER TITLE]

Cardholder Signature: [CARDHOLDER SIGNATURE]

Date: [SIGNATURE DATE]

14.2 Company Approval: This card issuance is approved by [COMPANY APPROVER NAME], [COMPANY APPROVER TITLE].

Company Approver Signature: [COMPANY APPROVER SIGNATURE]

Date: [APPROVAL DATE]

EXHIBIT A: CARDHOLDER AGREEMENT

Cardholder Name: [CARDHOLDER NAME]

Card Number (Last Four Digits): [LAST FOUR DIGITS]

Card Issuer: [CARD ISSUER NAME]

Single Purchase Limit: [SINGLE PURCHASE LIMIT]

Monthly Spending Limit: [MONTHLY SPENDING LIMIT]

Cardholder Signature: [CARDHOLDER SIGNATURE]

Date: [SIGNATURE DATE]
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