Sample – Merchant Card Controls and Procedures
Security of Merchant Cards:
Merchant cards will be kept under lock and key (in a lockbox housed in a locked office) at all times to ensure proper physical security and to protect from theft and loss. Access to the cards and keys to the locked area will be maintained by the homeless liaison and will be limited to the individual(s) responsible for safekeeping of the merchant cards. The homeless liaison will be responsible for ensuring that all procedures for the merchant card’s security, dispensing, and tracking are followed.
Documentation and Merchant Card Disbursement Log Instructions:
Cards will be issued to Social Workers and School Community Liaisons on an as needed basis. A maximum of 3 cards will be issued at any one time.
1. Cards will be physically signed out on paper log by custodian and person being issued card(s). Custodian will record the following in the electronic log:
· Date of issuance
· Name of person be issued card
· Card value
· Merchant/Card type
· Serial number of cards
2. Card holder will enter the following information upon distribution of card into electronic log:
· Date Distributed On
· Name of Student
· Student ID
· School
· Whether the student is McKinney-Vento or Special Circumstance
· Name of Caregiver
3. For cards over $50 in value, Social Worker and/or homeless liaison will be able to purchase allowable goods or services for a family or student. Only one card will be issued at any one time.
4. In addition to completing the electronic log, employee will complete and submit an itemized expense form with receipts attached to custodian within 48 hours of purchase
· Any card with a balance will be returned to the custodian along with expense form and receipts
· Any remaining balance will be recorded by custodian in electronic log
· Receipts and expense form will be filed and stored
Routine Reconciliation
A reconciliation of cards will be conducted whenever merchant cards are purchased or at least quarterly. This reconciliation will consist of verifying that the number of cards purchased minus the number of cards disbursed agrees with the number of cards on hand.
