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Finance Policy No. 303:  Credit Card policy
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1. PURPOSE 
To provide guidelines for purchase, use, and payment of College-related credit cards.

2. SCOPE

This policy applies to all employees of Champlain College as it relates to those that have a College Credit Card used to conduct College business.

3. DEFINITIONS

Business use-is any use in the course of performing specific job-related duties on behalf and for the benefit of Champlain College.
4. POLICY
Business Use Only Credit Cards:
Credit cards will be issued by JP Morgan Chase in the name of the Individual and bills will be sent to Champlain College. These cards will be provided to those employees whose jobs require routine business transactions and/or a sufficient amount of travel and entertainment. Employees in need of a credit card must contact Finance Office to apply for the card.  Cards issued are a privilege for convenience and must not be used for personal expenses.
Employees are expected to process credit card bills within 10 days of the cycle closing to ensure expenses are charged to the correct budgets.  
2. The purchasing cycle ends on the 22nd of each month. Each purchasing cardholder need to review charges in in JP Morgan’s payment site and ensure they are assigned to the appropriate budget with explanation of the charge. After reviewing charges the cardholder needs to submit the credit card bill, any additional documentation and receipts taped to an 8 ½ by 11 sheet of paper to Accounts Payable within 10 days of the cycle end date. The statement should be signed by the employee and their supervisor.
FAILURE to submit the proper documentation will result in the employee being personal responsible for the expenditures and/or the card being terminated.
Any charges that need to be disputed must be disputed within 60 days of the transaction. Per JP Morgan, transactions cannot be disputed after 60 days.



Reimbursement of Personal credit cards used for Business purposes

If an employee makes limited purchases that do not warrant a purchasing card they can use their own personal credit card for business purposes and the College will reimburse the employee for any business related expenses. As such, the employee must submit a requisition or expense report and include the required documentation for submission of business related expenses.  The College will not pay the credit card company directly as it is the employee’s responsibility.  All requests for reimbursement must be submitted with proper authorization and supporting documentation by Wednesday at 10:00 am in the Finance Office in order to be reimbursed by Friday of the same week.  

Prior to seeking personal reimbursement employees should see if the purchase is something their operations manager can make with a College purchasing card.

Proper submission of credit card reimbursement should include:

· Submit a requisition with the proper budget account number(s) and amount(s) to be charged to the corresponding budget account numbers.
· Attach the credit card statement to the requisition (including the paystub portion).
· Attach ALL receipts for each expenditure included on the statement.  If you ordered something via phone, internet, etc, ensure you print or have a copy mailed to you. Failure to do so could result in you incurring the charges personally. All receipts must be TAPED onto an 8 ½ x 11 paper.
· If your expenditures were for multiple individuals, (i.e dinning expenses) list the names of each individual in attendance.
· Give a brief description for each expenditure establishing the business purpose.
· All purchases must be for College related business purchases only. Non business related purchases should be avoided. Not allowable: cash advances
· Proper authorizations which includes signatures or email confirmations	
Failure to provide the appropriate receipts and submit your request prior to the due date on the statement will result in cancellation of your business credit card.

All request for reimbursement must follow: Finance Policy 300: Expense Report Policy and 301: Proper Authorization of Requisitions and Expense Reports.


Effective Date:  December 1, 2007











Finance policies and procedures are updated on an as-needed basis, as such the College reserves the right to alter, amend or suspend the terms of this policy at its sole discretion.
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