CANOPS Company Credit Card Policy	
March 20, 2026

Purpose:  This policy outlines the responsibilities and guidelines for using company credit cards to ensure responsible and appropriate use for business expenses.

Scope:  This policy applies to all employees issued a company credit card.

Policy:
Eligibility:  Company credit cards will be issued to full time employees who regularly incur business related expenses, or full time employees who lead projects or teams with purchasing responsibilities.  All card requests must be approved by the employee’s supervisor and reviewed by the finance department.  Employees must complete a credit card agreement and acknowledge understanding of this policy before receiving a company credit card.
Authorized use:  Company credit cards are only for legitimate business expenses, such as airfare, lodging, local transport for business travel, meals during meetings or travel, software subscriptions and online tools, supplies, and conference or training fees. Personal use of company credit cards is strictly prohibited.
Card security:  Employees must take appropriate measures to safeguard the company’s credit card and prevent unauthorized use.  Lost or stolen cards must be reported immediately to the finance department.
Reporting:  Employees must submit itemized receipts for all transactions made with the company credit card.  Failure to provide proper documentation may result in the suspension or revocation of credit card privileges.
Spending limits:  Each company credit card will have a credit limit of $2,500 and category specific limits.  Employees must stay within the credit limit assigned to their card.
Prohibited expenses:  Company credit cards may not be used for personal purchases of any kind, including family travel or add-on services, cash advances, gift cards, alcoholic beverages, non-business related expenses, late fees or overdraft charges.  CANOPS is a tax exempt organization and sales tax should not be charged for any items other than travel related accommodations and meals.
Cardholder responsibilities:  Employees are responsible for reviewing their monthly credit card statements for accuracy.  Any discrepancies or unauthorized charges must be reported immediately to the finance department.  Each credit card expense must have an itemized receipt including the merchant name, date, itemized amount, and payment method.  Travel requests are not acceptable documentation methods for credit card documentation.  Subscriptions and reoccurring charges must be submitted for each month a charge appears on the statement.  Receipts for meals must be itemized and include employees or persons in attendance.  Meals may not exceed the company mandated limits of $16 per person for breakfast, $19 per person for lunch, or $28 per person for dinner.  Itemized receipts along with a completed credit card reconciliation must be attached to the monthly statement and returned to the finance department.  The completed credit card reconciliation must list each line item expense from the credit card statement, the business purpose of the expense, and a breakout of how the expense should be charged (fund, account number, object, department, school).  The reviewed and reconciled statement should be returned to the finance department in 5 days.  Employees are responsible for payment of any personal expense, prohibited expense, non-business related expense, sales tax other than accommodation or meals, and any item missing receipt/documentation.  Employees must return the company credit card upon termination of employment or when it is no longer required for their role.
Compliance and auditing:  The company reserves the right to audit credit card statements and receipts to ensure compliance with this policy.  Payment of sales tax (other than accommodation and meals, expenses with missing receipts, personal purchases and family add-ons, prohibited expense items, alcohol, and non-business related expense are the responsibility of the employee and will be deducted through payroll.  Misuse of company credit cards may result in disciplinary action, including termination of employment.
Enforcement:  Payment of sales tax (other than accommodation and meals, expenses with missing receipts, personal purchases and family add-ons, prohibited expense items, alcohol, and non-business related expense are the responsibility of the employee and will be deducted through payroll.  Violations of this policy may result in disciplinary action, including termination of employment.  The severity of the disciplinary action will depend on the nature and frequency of the violation.




Acknowledgement
By signing  below, I acknowledge that I have read, understand, and agree to comply with CANOPS Company Credit Card Policy.


Employee Name:___________________________________________

Signature:___________________________________________________

Date:________________________________________________________

Supervisor Name:_____________________________________________

Signature:___________________________________________________

Date:________________________________________________________




