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1. The responsible brother will obtain the card from the Treasurer. 

 
NOTE: The council has a VISA/Debit card.  
 

2. It will be signed out on the “Authorized Representative” log sheet maintained by the 
Treasurer. 
 
NOTE: The brother who obtains the card from the Treasurer is responsible for it until 
it is returned to the Treasurer. IF it changes custody, the Authorized Representative 
must send an email to the Treasurer AND furnish the new custodian with a copy of 
this procedure and the two referenced forms. THEN the new custodian is 
responsible for returning it to the Treasurer. 

 
3. When the purchase(s) is complete the card will be returned to the Treasurer and 

checked in on the log sheet. 
4. Use the VISA card like a charge card. The purchase will automatically be debited to 

the council account. 
5. In order to make a purchase without paying the sales tax the STATE OF 

TENNESSEE DEPARTMENT OF REVENUE form (See Appendix A) must be used. 
(Make as many copies as needed.) 

a. The Authorized Representative will fill in the Seller’s Name and Address 
where indicated. 

b. The Authorized Representative will enter their name in the affirmation 
statement and print their name below and sign and date the form. 

c. The Authorized Representative will make a copy of the form which must 
be left with the Seller/Supplier. 

6. When the event is complete, the Authorized Representative will use the Expense 
Reimbursement form for “CREDIT CARD USED" (See Appendix B) and submit the 
STATE OF TENNESSEE DEPARTMENT OF REVENUE form and receipts to the 
Financial Secretary as normal for all purchases. 

 
Attachments: 
 Appendix A, STATE OF TENNESSEE DEPARTMENT OF REVENUE form 
 Appendix B, Expense Reimbursement form for “CREDIT CARD USED" 
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