STATEMENT OF POLICY AND PROCEDURE 	Comment by James MacDonald: This is a combination of the CC policy and the reimbursement policy. We would delete Sec 1, 1C Staff Expenses and Reimbursement should this policy be adopted.
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SECTION 3 – 1.F 
CORPORATE CREDIT CARDS 
1. Corporate Credit cards issued by the System’s bank in the System’s name may be authorized by the Executive Director, Finance Officer, and Board Chairman for employees who travel regularly or make specific purchases where a credit card number is required. 
2. Credit cards may be used for budgeted expenses only. 
3. The AccCumulative Credit Card limits are shall not to exceed $50,000. for above noted accounts. 
4. Fuel Credit Cards limits are to be used for NLLS Vehicles only and are not to exceed a $5000 limit. 
5. The points accumulated from the Credit Card reward program(s) will be allocated to the annual NLLS library conference and be reflected in the annual budget as income. 

Credit Card Usage – Appendix B – Credit Card 
a) NLLS may issue company credit cards to certain employees for use in their jobs. 
b) Any employee with a NLLS company credit cards issued to them must sign the Appendix B Credit Card Policy Acknowledgment form. 
c) Use of company-issued NLLS credit cards is a privilege that NLLS the Company may withdraw at any time, with or without cause. 
d) Upon an employee’s termination of employment at the Company NLLS, all cards must be returned to the NLLS Administration department for cancellation and proper disposal. 
e) The employee in possession of the company NLLS credit card is solely responsible for all purchases on the card and for ensuring that the card is not used by unauthorized personnel. 
f) Any credit card NLLS has issued to an employee must be used for business purposes only, and for purposes in conjunction with the employee’s job duties. Employees with such credit cards shall not use them for any non- business purpose. Non-business purchases are considered any purchases that are not for the benefit of the Company NLLS. 
g) The employee in possession of the credit card is responsible for receiving, printing, and retaining all receipts related to purchases made on the company credit card. If a receipt is lost, a written description of the items and cost of the purchase must be maintained and submitted in the same manner in which as a regular receipt. would be maintained and submitted. 
h) Original paper receipts are the preferred method of documentation.
i) Digital copies Pictures/scan of receipts may be are acceptable. allowed in place of missing receipts. The original paper receipt is the preferred method. 
j) Receipts need to be turned in to has administration within one (1) week of returning to work. 
k) All receipts should be labeled with a description of what the purchase was for to ensure proper accounting of the purchase. Any receipts for meals or entertainment must be attached to a paper that clearly indicates the names of all persons attending the meal or entertainment and the business purpose of such event. 
l) Any receipts missing prior to monthly bill payment (with the exception of book allotment purchases supplies) will be billed-back to credit card holder. 	Comment by James MacDonald [2]: This will never happen with the option to create a receipt
m) Any missing receipts found after bill-back will be reimbursed upon submission within six (6) months of the charge date. 
n) All extraneous charges shall be investigated before being billed back to credit card holder. 

2. Personal charges 
a) If any employee uses a company NLLS credit card or other company funds for a personal purchase in violation of this policy, the cost of such purchase(s) will be considered an advance of future wages payable to that employee and will be deducted in full, from the employee’s next paycheck. 
b) If any employee uses a company NLLS credit card or other company funds for a non-personal purchase that is not within the scope of the employee’s duties or the employee’s authorization to make business-related purchases, the cost of such purchase(s) will be the financial responsibility of that employee unless otherwise expressed in writing by the Executive Director. The employee will be expected to reimburse the Company NLLS via deductions from pay until the unauthorized amount is fully repaid. 
c) In addition to financial responsibility and liability for wage deductions, any purchases an employee makes with a company credit card in violation of this policy will result in disciplinary action, up to and possibly including termination of employment. 

3. Reimbursement of Employee Personal Funds 
a) All approved company transactions paid by employee personal funds will be reimbursed by direct deposit on the 15th and the 2nd to last business day of each month, provided the employee submits all receipts and applicable expense forms within six (6) months of incurred expense. 
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