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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Company Credit Card

The Company issues credit cards to authorized employees (cardholders) for use on Company expenditures and phone calls only.  A Company credit card may not be used for personal expenses.

Cardholders are responsible for all transactions and expenditures charged to their Company purchase card. Cardholders are required to reconcile their purchases and submit original receipts to ____________ on a monthly basis. If an expenditure is found to be for non-Company use, the cardholder will be required to repay the full amount to the Company and may be subject to corrective action up to and including termination of employment. Cardholders also are responsible for ensuring that their Company credit card is not lost, stolen or used by unauthorized persons.  

If your card is lost or stolen, immediately notify _________________ to report the lost or stolen card.  You also are required to call it in to the credit card company and report it as lost or stolen.
















[bookmark: _GoBack]


1/2022
© CASCADE EMPLOYERS ASSOCIATION
image1.png
Cascade Employers Association

Building better workplaces through
compliance, culture, connection




