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CREDIT/DEBIT CARD CHECKOUT POLICY
1 October 2007
The following procedure has been reviewed and established by the Commander of the Utah Wing Civil Air Patrol for the Credit/Debit Card procedure and will be in affect immediately and will continue until further notice.  The policy will remain in affect until changed in writing.  All Credit/Debit cards will be in the possession of the Wing Administrator.  The cards issued on a permanent (refreshed annually) basis will be first approved by the Wing Commander and then issued by the Wing Administrator.  All remaining cards will be issued on an ‘as needed’ basis, and only for a specific time and purpose.  A card can be used as often as needed, but will be turned back in to the Wing Administrator after every activity with all usage receipts attached. The authorized signatures for this form will be: the Wing Commander, Wing Vice Commander, Director of Finance or the Wing Administrator.  The Wing Administrator will keep all of the completed forms on file so the Director of Finance will have access to them at any time.  The Wing Administrator will also keep all blank forms and credit cards available for the members to have access during daytime working hours. 
Absolutely NO cash advances are allowed. PIN will not be used in any way, shape or form. PINs will not even be issued to ANYONE!

Use of the card will be in accordance with previously approved spending limits for said activity for which the card has been issued. 

Improper use of Credit/Debit card issued will be a basis for disciplinary action.

Upon the 1st violation, the member will be notified by the Wing Administrator and advised of the improper use.  The card will be returned immediately and the member will repay the Wing the amount of the improper charge(s) against said card.  The member’s record will be flagged to indicate an improper use of a corporate credit/debit card. 

Upon the 2nd violation, the member will be notified and counseled by the Wing Director of Finance and placed on a one year credit/debit card suspension.  The card will be returned immediately and the member will repay the Wing the amount of the improper charge(s) against the card.  The member’s record will again be flagged to indicate improper use of a corporate credit/debit card. 

Further violations of this policy or the unwillingness of the member to repay the Wing for improper charges may be grounds for membership termination.
______________________

Colonel Robert Bost, CAP 

Utah Wing Commander
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