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Sample Credit Card Policy

“Insert PTA Unit Name Here”’s Credit Card Policy

Effective January 31, 20XX

Credit cards are to be used for “Insert PTA Unit Name Here” business purposes only, and are never, under any circumstances, to be used for personal expenses.

A receipt from all uses of a credit card must be included with an expense report. The expense report must detail the purpose of the charge (for example, auto rental or airport parking). If a meal or any other item is purchased for an individual other than the card holder, this individual must be listed on the expense report. Charges for alcohol will not be approved under any circumstances.

Any charges for which an expense report has not been submitted within thirty (30) days will be considered the personal responsibility of the card holder.

All charges must adhere to the budget adopted by the association. Any charges not covered by the budget must be approved prior to payment/reimbursement.

Expense report for staff/volunteers will be reviewed and approved by “Title of authorized approver”. Expense reports for the president or other board members will be reviewed and approved by “Title of authorized approver”.  

