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AMERICAN LIBRARY ASSOCIATION 

Corporate Credit Card Policy and Procedure  

1. Purpose 

This policy is estab l ish ed to prov id e guid el in es for the use of credit cards issued by  to ensure pro p er use, 
documen tat io n, and accoun ta b i l it y of the A sso ciat io n’s fund s.  

2. Scope 

This policy ap p lies to all emp loyees  of the A mer ican Lib ra r y  A sso ciat i on [AL A] who have been auth or i zed to be 
cor po rate credit card holders . 
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Credit card sp end ing limits will be estab l i sh ed based on the cardh o ld er 's role and resp o ns ib i l i ti es with in AL A . The 
cred it card hold er is respo n s ib l e for stay ing wit h in the mont h ly sp end in g limit.  

7. Payment and Reconciliation  

7.1. The F in a n ce and Accoun t i ng depa r t ment will rev iew and reco n cil e credit card statemen ts mon t hly . 

7.2. Cardh o ld ers must coo p erate with the F in an ce and Accoun t in g depar t men t to reso lve discrepa n ci es or prov id e 
add it io na l documen tat ion as req uested.  

8. Security and Safeguarding 

8.1. Cardh o ld ers are res po n s ib l e for the secur it y of their cred it card and must take ap prop ri ate measures to 
preven t loss, thef t, or misuse.  

8.2. Lost or sto len cred it card s must be repo r ted immed iatel y to the cred it card issuer , the CFO , and the Cont r o ll er.  

9. Misuse and Disciplinary Actions  

9.1. Any misuse or vio lat io n of this policy may result in discip l in a r y actio n, includ in g ter min at io n of emp loy men t.  

9.2. Cardh o ld ers may be perso na ll y liab l e for unaut h or i zed or fraud ul en t charges if they do not rep o rt these 
pro mp t ly  to the cred it card dis putes depa r t ment.  

9.3 Cardh o ld ers will lose cred it card pr i v il eges if the exp en se repo r ts are not sub mit ted timel y in  the cred it card 
por ta l.  

10. Review and Amendments 
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