Debit Card Instructions

Debit cards will be issued to each Advisory Council (AC).  The debit cards are unique to each Advisory Council.  BB&T rules require that someone’s name be on the debit card so the local Financial Secretary’s name (LFS) has been placed on the card.

The NC Dept of Revenue’s regulations governing the reimbursement of NC sales tax to charitable organizations is very clear that the system we previously used (cash advance or reimbursement) was not within their guidelines.  Their guidelines were clear that Kairos’s money had to be spent directly for the purchase.  Using the debit card enables reimbursement of NC sales tax.

All of the normal paperwork associated with receiving a cash advance still applies.  The local weekend leader or their representative should request from the LFS money for the weekend.  The LFS will send the signed request to Bob Clinkscales, NC Financial Secretary (SFS) who will approve the payment.  Bob will send the request to the NC Treasurer, David Peele, (ST) who will electronically transfer funds from the main Kairos checking account to a particular debit card account.  (See the Disbursement Process diagrams.)

The LFS or designated representative may use the card anywhere debit cards are accepted.  Two conditions apply:

1. You are limited to $500 per day cash withdrawal.

2. You are limited to $2500 per day purchases.

All of the normal expense reporting paperwork is still required.  It is important that we capture as many of the expenditures on the card as we can so we can claim the sales tax refund.  Use the NC Kairos Expense Tracking Form.  This form, with receipts, must be sent to the SFC.
The PIN number is relatively simple.  Use the Advisory Council mailing address zip code, drop the first number and the remaining four numbers is the PIN code. (example:  zip code 27957 = PIN 7957).

The LFS should retrieve the card after every weekend for safekeeping. If a card is lost or stolen contact the local BB&T and the ST as soon as possible.  

Also please ask your colleagues to: 

1. Avoid using the card at ATM’s that do not cooperate with BB&T to avoid the transaction fee.

2. Regularly check the Debit card balance.  Overdraft fees are significant.

3. Mark each receipt whether from a Debit card purchase, cash, or other credit card.

If you have questions do not hesitate to call.

David Peele, ST
252-482-8763

David.peele@avocainc.com
