
PAPILLION RECREATION ORGANIZATION 

OVERVIEW: 

Papillion Recreation Organization (PRO) is committed to responsible spending of fees and 

donations received by this organization to facilitate the youth sports activities under its 

direction.   Business practices are moving more towards electronic payment primarily through 

debit or credit card.   

POLICY: 

A sports director can request from the Board that a debit or credit card be issued to the 

director to conduct the business of PRO.   

 Use of the debit or credit card can only be used for purchase types that are authorized 

by the board.  Purchase types that are authorized are  

o Tournaments 

o Tournament related expenses that are required to be paid with a credit card (for 

example parking). 

o Awards 

 The balance on the credit card can never exceed the sports cash in the bank.  It is the 

mutual responsibility of the PRO treasurer and the director that the director is aware of 

this balance prior to using the card. 

 The privilege of the credit card can revoked at any time by the Executive Committee by 

email vote if there is any misuse of the card rather by fact or appearance or if there are 

concerns that there is a risk to the financial health of PRO.  The card must be 

surrendered immediately upon resignation of the director or by request of the Executive 

Committee. 

 The director is responsible to review the charges on the statement and provide the 

treasurer with an accounting of all charges 5 days prior to the due date of the payment.  

This should be done be either allowing the director to view credit card statements 

online or having the statement emailed to the director as soon as possible after the 

closing date but never later than 15 days prior to the due date of the payment.   The 

director must retain transactional evidence to support all charges and remit to the PRO 

treasurer.  

 The director must sign an agreement that they are responsible for the security of the 

card and they will abide by and follow the policy.  Any unauthorized use of the card will 

be reimbursed by the director immediately.  The agreement will include an 

understanding that although the card is issue in the director’s name, it is the property of 

PRO and must be used with good judgement.  The agreement will include an 



understanding that failure to follow policy or the policies of the issuer or if found to 

have misused the credit card in any manner may result in revocation of the privilege to 

use the credit card, disciplinary action and/or criminal charges being filed with the 

appropriate authorities. 

 Reimbursement for return of goods and services must be credit directly to the card 

account.  The cardholder in such transactions should receive no cash. 

 Cash advances are strictly prohibited. 

 Lost or stolen cards must be reported immediately to the card issuer and the PRO 

treasurer by the cardholder-director. 

 Disputed transactions must be reported to the PRO treasurer immediately but be 

resolved by the vendor the cardholder-director. 

 The director will obtain fair and reasonable prices for all charges. 

 The balance of the credit card must be paid off each month by the due date of the 

payment. 

 The director can request the treasurer to pay on the card during the month to increase 

the credit that is available during high usage periods of the card. 

 Any rewards generated by credit card use must be converted to cash.  Rewards should 

be reasonably allocated to each sport based upon the sports usage.  This policy can be 

overridden upon approval by the board but at no time can the rewards be used for the 

personal benefit of an individual. 
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