DEBIT/CREDIT CARD AGREEMENT

[bookmark: _GoBack][Church Name] is providing you with a debit/credit card. The church will be responsible for the payment of the balance incurred each month. You, as a member of the staff, are charged with the responsible use of this debit/credit card. Acceptable charges must be within the budget adopted by the church and include expenses specifically related to the conduct of ministry for your area of responsibility within the church. Documentation of all charges including receipts is required.

I,_____________________________________________, in my capacity as ___________________________________, in signing this statement, agree to the following conditions set forth by the church budget and [Finance Team], with regard to the issuance of a debit/credit card held by me:

· I will use this debit/credit card for church business purchases related only to church ministries and church business over which I have authority.
· I will provide original receipts for each debit/credit card purchase/expense to the [Financial Secretary] as soon as possible following the purchase/expense and within the normal billing cycle of the card.
· I will forfeit my debit/credit card upon termination of employment and/or upon request by the chairperson of the [Finance Team], and I will be personally responsible for any purchases that have not be accounted for at the time of forfeiture of the card.
· I am aware that purchases that are not accounted for within the prescribed time period (monthly) may be deducted from my paycheck for the first pay period ending after the unaccounted for billing cycle (not to exceed 60 days).


________________________________________                  _________________ 
Staff Member Signature                                                            Date

________________________________________                  _________________ 
Financial Secretary                                                                   Date

