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POLICY & PROCEDURES

DEBIT CARD USE

· Guiding Principles

· Structure & Limits

· Security

· Criteria for Use

· Erroneous Transactions

· Requirements for Issuance

· Card Cancellation

Guiding Principles

CASA of Liberty / Chambers Counties (CASA) recognizes that to streamline business processes and the cost of business affairs, a debit card is to be issued to the Executive Director (Director), Volunteer Coordinator (Coordinator) and Treasurer.

Structure & Limits
The debit card has been secured through Prosperity Bank of Texas and is directly linked to CASA’s checking account and has a daily limit of $1,000.00. 
Individual transaction limits are limited to $300, with items up to $800 requiring Finance Committee approval and items over $800 requiring Board approval per the CASA Transactions Policy. 
Cash transactions are limited to $60 and to be done only in the event any other method of payment is not accepted or reasonable, i.e. cab fare.

Security
A lost or stolen card must be reported directly to the Finance Committee and Prosperity Bank of Texas immediately upon realization of the loss or theft. The Director, Coordinator and Treasurer should keep a copy of their card number in a secure location. 
Personal Identification Numbers (PINs) should never be stored with this number or with the card. The Treasurer is to maintain and keep separate lists of all card numbers and PINs for the organization.
Criteria for Use

Covered business expenses are to be directly related to the business of CASA, and include but may not be limited to:

· Expenses dealing with travel and lodging to CASA meetings and training courses
· Postage

· Web-fees

· Business supplies

· Mailers / Brochures
· Conference fees

· Payments to vendors (QuickBooks, others)

Covered business expenses also include a requirement of the debit card holder to secure the best price on any and all items so as to contain costs.

An expense report with receipts is to be submitted in paper form for any expense charged on the Director’s, Coordinator’s or Treasurer’s debit card within the following month in which the expense is charged.

Erroneous Transactions
Expenses accidentally or inadvertently charged to a Director’s, Coordinator’s or Treasurer’s debit card unrelated to CASA business must be immediately reimbursed to CASA, and a letter of explanation must be sent to the Finance Committee.
Requirements for Issuance
This policy must be signed and dated by all parties issued a debit card. The policy will be reviewed by the Finance Committee annually and debit card holders will be required to sign and date the policy upon any updates.

Any passwords or PINs for the account will be given to the cardholder and changed as needed for security reasons.

Card Cancellation

The debit card will be closed by the Finance Committee, voluntarily surrendered, and no longer used at the end of the Treasurer’s Board Term and upon termination of the Director’s and/or Coordinator’s employment with CASA. 
If the Treasurer serves multiple terms, the debit card can continue to be used. 
The debit card may also be closed by a majority vote of the CASA Board and must be done so within three business days of the vote.
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