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BKD, LLP (BKD) is pleased to provide you with this example policy.  This example is for your exclusive use and may not be copied or modified for use by any other party without the permission of BKD, LLP.
You agree to assume full responsibility for using BKD-designed example policies and procedures. BKD will not review or supervise any of the work performed by your personnel working with our examples. By providing these examples, BKD is not making management decisions or performing management responsibilities. That responsibility remains with management and the Board of Directors at all times.

BKD does not provide any warranties in regards to example policies and procedures. Oversight agencies including, but not limited to, the Department of Health and Human Services (including the Bureau of Primary Health Care), the Office of Inspector General, or any other potential oversight agency may have a different understanding and/or interpretation of the requirements of your organization. The items included do not constitute a guarantee of compliance or acceptance by other oversight agencies. 

Additionally, the accounting standards, applicable laws, regulations and regulators’ enforcement activities may change over time requiring modifications to these example policies and procedures.  Required modifications to these examples are your responsibility.

The example(s) are not designed to prevent or discover errors, misrepresentations, fraud or illegal acts, and you agree BKD has no such responsibility. Because of the limits in any internal control structure, errors, fraud, illegal acts or instances of noncompliance may occur and not be detected. 

BKD can be compelled to provide information under the legal process. In addition, we may be requested by regulatory or enforcement bodies to make certain workpapers available to them pursuant to authority granted by law or regulation. You agree that we have no legal responsibility to you in the event we provide such documents or information.







Credit Card Purchases
1) Policy:

It is the policy of Example CHC to have a credit card policy that supports internal controls and that also aligns with HRSA guidance. It is the intention of the CHC that this policy will address the following:
· Controls in place surrounding use of credit cards
· List personnel and purchasing agents authorized to have and use credit cards
· Require all expenditures be pre-approved and discuss process
· Limit individual amounts and types of expenditures that may be incurred.
· Prohibit personal expenditures
· Require receipt submission for review and comparison with credit card statements.

The purpose of this policy is to form the foundation for employee and purchasing agent use of company credit cards, and to assure they are followed, under all circumstances, by any employee and/or purchasing agent given the authority to make credit card purchases.

2) Accountability

The following Health Center staff are responsible for ensuring compliance with and overseeing the following aspects of this board approved policy:

· Chief Financial Officer

3) General Credit Card Use Guidelines

Purchases made with a company credit card have the same requirements as regular purchases. The CEO must approve card holders. A list of card holders and purchasing agents with corresponding credit card limits follows this policy. 
Card holders must contact the central administrative office for purchase order approval prior to purchase. It is the responsibility of the administrative office to ensure proper approvals are being met for the Health Center’s approval threshold requirements and that the purchase is not in violation with procurement guidelines. The approved purchase order will be assigned a number by the Accounts Payable Supervisor. Credit card purchases have a separate purchase order numbering system. That number will be entered on the purchase order/payment voucher by card holder. The purchase order number and all information will be entered into the credit card purchase order log. After the purchase is made, the original invoice is attached to the purchase order/payment voucher and submitted to the central administrative office no later than ten days after purchase. 
Payments will be made to credit card company according to cash disbursement procedures. No obligation will be paid without original invoice attached to the purchase order/payment voucher. In addition, all credit card statements will be reviewed by the Finance Committee of the Board of Directors each month. 
Personal expenditures are exclusively prohibited. If an employee card holder or purchasing agent makes an incidental purchase with the Health Center credit card, it is to be reported immediately and repaid to the Accounts Payable Supervisor. Repeated incidental purchases on the credit card will result in deactivation of the employee card holder or purchasing agents credit card. 
Table 1:  Personnel, positions, and card limits for Corporate Purchasing Cards
	Employee Name
	Employee Title
	Last Digits of Card 
	Card Limit

	Smith, Sara
	HR Coordinator
	6994
	10,000

	Brooks, Ted
	Purchaser 
	6995
	25,000

	Kelly, Kim
	CEO
	6996
	100,000
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