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§4300 PARISH, SCHOOL, OR DIOCESAN DEPARTMENT 
CREDIT CARDS 

 
§4301 Use of Credit Cards 

 
§4301.1 Policy If it is necessary, a parish, school or agency shall establish a credit card 

account. If this is done, the Pastor/or Parochial Administrator of the parish or administrator of 
the school or department shall be     the only authorized user of the card; with the advice of the 
parish finance council, there may be limited access to others. Debit cards shall not be used by 
parishes, schools, or departments. The parish, school or departments credit card shall only be 
used where it is not appropriate or convenient to issue a check. The parish, school or 
department credit card shall never be used for personal expenses or for ATM transactions or 
for cash advances. The credit card balance shall be paid monthly on or before the due date as 
shown on the statement. Revolving credit is not allowed. Entities shall never provide credit 
card numbers to unknown individuals or organizations. 

 

Procedure 
 

A. A reasonable credit limit must be established with the credit card company for a 
parish, school  or department credit card. The number of credit cards at any location 
should be kept to a minimum. 

B. The cardholder must save all receipts documenting purchases and/or use of the credit 
card so the business manager may reconcile the card on a monthly basis. 

C. If you have a credit card or need a credit card with a credit limit over $10,000, you 
must submit an application (Excess Credit Request) for approval (or retro-approval) 
to the Office of Finance and Administration along with a detailed explanation of 
need. In addition, once a credit card is approved with a limit over $10,000, any 
additional needs to increase the credit limit must be submitted to the Office of 
Finance and Administration using the same form. 

 
 

§4302 Credit Card Use Agreement 
 

§4302.1 Policy Every individual with access to parish, school, or department credit 
card, including the Pastor/or Parochial Administrator, shall complete and execute a credit 
card use agreement which among other things will acknowledge that he or she has received a 
parish credit card and that he or she will observe the conditions on the use of the credit card. 

 
 

Procedures 
 

A. The Office for Finance and Administration will from time to time develop and issue a 
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model parish credit  card use agreement. 
B. Once the parish, school or department credit card use agreement is completed and 

executed, the original shall be kept in the appropriate personnel or other file at the 
parish, school, or  department; a copy will be given to the credit card user. 

 
§4303 Processing of Credit Card Charges 
 

§4303.1 Policy The parish, school or department credit card user shall submit all receipts 
and supporting register tapes to the parish, school, or department business office within a 
reasonable time. They are to be kept on file until the parish, school or department credit card 
statement is received. 

§4304 Credit Card Security 
 

§4304.1 Policy Parish, school or department credit cards shall be kept in a secure 
location when not in use. The credit card numbers should be recorded and kept on file in the 
parish, school  or department office with limited access in case the credit card is stolen or lost. 

 

§4305 Internal Controls for Credit Cards 
 

§4305.1 Policy If a parish, school or department decides that use of a parish, school or 
department  credit card is necessary, then the parish, school or department must establish 
appropriate internal controls with regard to the parish, school or department credit card; these 
internal controls are to cover such issues as: access, signoff, and documentation of the type and 
purpose of the purchase, and appropriate monitoring of these matters. Any credit card with a 
limit in excess of $10,000.00 must be approved by the Vicar General and the Director of 
Finance and Administration. Use of a parish, school, or department credit card (physically 
presenting or using on-line) is merely a type of contract for purchase and the appropriate 
authorization by the pastor or administrator must be followed. Statements must be mailed to 
the parish address and are to be reviewed by the pastor and not the individual charged with 
processing payment. 

 

Procedure 
 

A. All credit card purchases over $500 should be approved by the pastor/parochial 
administrator or department/school administrator prior to use. 

B. Alerts should be sent from the credit card issuer to the person who is in charge, or to 
whom they delegate to monitor the organizations financial matters, for any purchases 
over $100.00 or any out of state purchases. 

C. Credit cards should not be signed; however, the signature line on the card should say 
“ASK FOR ID.” 

D. If a credit card is used online, the credit card number must never be saved in a browser 
(e.g., Chrome, Edge, Safari, Brave, etc.)or an autopay app (e.g., Google Wallet, 
Android Pay, Apple Wallet, Samsung Pay, Pay Pal, etc.).  
Credit card details may be shared and stored by trusted long-term vendors with whom 



Book V The Temporal Goods of the Church 
 

  
 [4300] - 3 Effective 09-01-2022  

recurring, routine payments are made and who provide essential services (i.e., utility 
companies). Whose whom we trust with safeguarding our credit card numbers must 
prove to us in writing that they use multifactor authentication (MFA) to reduce fraud 
and hacking. Credit card information must not be stored on shopping vendors or sites.  
An approved method of paying utility companies, big box stores and large vendors 
(e.g., Cosco, Sams Club, Staples, etc.) is to establish an account in which the 
parish/school/diocesan department is billed monthly for all transactions during the 
month. That vendor can then be paid monthly using a check or electronic transfer from 
our trusted banking partner. 

E. Credit cards rewards and points must always be redeemed in cash and listed as income 
for the benefit of the parish/school/diocesan department. In the case of airline miles, if 
possible, they should be converted to cash and used for the benefit of the 
parish/school/diocesan department and not an individual. 

F. The credit card balance shall be paid monthly on or before the due date as shown on 
the statement (Policy Book V §4301.1.) 

 
 

§4306 Processing the Parish, School, or Department Credit Card 
Statement 

 
§4306.1 Policy Actual monthly purchases and payments shall be reconciled to the 

monthly parish, school, or department credit card statement as soon as it is received. Any 
discrepancy  shall be investigated and resolved as soon as possible. All credit card receipts, and 
corresponding register tapes shall be attached to the credit card statement. The total amount 
due on the credit card statement must be paid in full monthly on or before the date shown on 
the statement. Upon payment of the credit card statement, the appropriate ledger accounts (as 
shown on the log) shall be charged. 

 

§4307 Personal Credit Card Purchase Reimbursement 
 

§4307.1 Policy Unless it is necessary, no purchase shall be made with an individual’s 
credit card. Only the pastor/or Parochial Administrator of a parish (or their designate), school 
principal or president (or their designate) or department director (or their designate)  can determine when 
such  a purchase is necessary. If such a use is necessary, the following procedures must be 
followed: 
 

Procedures 
 

A. Proper authorization from the pastor (or his designate) of the parish or 
administrator/president (or their designate) of the school or department director shall 
be obtained before purchasing any item. 

B. All receipts must be presented with the reimbursement request (check request) 
C. No late fees shall be paid by a parish, school, or department on an individual’s 

personal credit card. 
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§4308 Accounts at Stores/Purchases on Credit 
 
Commentary: 

Purchases, such as those made on account at stores that give a parish, school or department 
credit are similar to credit card purchases and the foregoing procedures and policies 
should be followed where appropriate. The following policy is intended to deal specifically 
with such credit arrangements. 

 
§4308 Policy A listing shall be kept and maintained at the parish, school or department 

office and given to each vendor delineating who is authorized to purchase on credit with that 
vendor. Only the pastor/or Parochial Administrator of the parish or administrator of the school or 
department is to authorize persons authorized to purchase on credit with a vendor. Receipts must 
also be turned in for proper reconciliation with invoices and statements. 
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