
 ADMINISTRATIVE  
POLICIES/PROCEDURES 

 

The Workforce Development Board of North Missouri is an equal opportunity employer/program.  Auxiliary aids and services are 
available upon request to individuals with disabilities.  Missouri TTY users can dial 711.  This information can be translated into 
another language if requested. Please contact the WDB Office for translation assistance. 

 
Esta información se puede traducir a otro idioma si se solicita. Comuníquese con la Oficina de la Junta de Desarrollo de la Fuerza 
Laboral para obtener ayuda con la traducción. 
 
Ces informations peuvent être traduites dans une autre langue sur demande. Veuillez contacter le bureau du Conseil de 
développement de la main-d'œuvre pour obtenir de l'aide en matière de traduction. 

 

Issuance No: A-8  
Issuance Date: July 1, 2023 
Subject: Credit Card Policy   
 
 

The Workforce Development Board of North Missouri (WDB) shall hold a credit card in 
the name of the WDB Executive Director.  The credit card will be kept in locked storage 
with limited access by WDB staff.  Use of the card must be approved by the Director 
and will only be available for work-related expenditures.   

By accepting the credit card issued to the WDB Director and North Central Missouri 
College (NCMC), the Director understands and agrees to the following: 

• The college-issued credit card is to be used for WDB expenditures only.  
PERSONAL USE IS PROHIBITED. 

• The card has a monthly spending limit of $5,000. 

• Receipts are required for ALL PURCHASES made with this credit card. 

• The WDB will receive a monthly credit card statement. This statement must be 
returned to the NCMC Business Office with the accompanying receipts in a 
timely fashion. 

The WDB Director is responsible for credit card protection and custody and shall 
immediately notify the NCMC Chief Financial Officer if the card is lost, stolen, or the 
subject of suspected credit card fraud.  The WDB Director shall return the card upon the 
termination of his/her employment or service to the WDB and NCMC.  

Failure to comply with any of the above requirements will result in the forfeiture of the 
WDB/NCMC-issued credit card.  An employee who makes unauthorized use of a 
WDB/NCMC credit card will be subject to discipline consistent with WDB/NCMC policy 
and will be responsible for reimbursement of unauthorized/ineligible expenses. 

 


