Corporate Card Policy at GSD

This is a summary of policies and procedures for GSD cardholders of the JPMorgan Chase MasterCard, Harvard’s corporate card for business and travel expenditures.  This supplements but does not substitute for Harvard and JPMC policies and procedures.  See websites at end of document.
Policies on Card Use
· The card program is designed for travel and entertainment (T&E) purchases made on or for Harvard University use.  Preferred uses include airline tickets, hotels, taxis, parking while traveling, conference fees, professional dues, business meals, conference space, and entertainment company purchases. 
· The corporate card may be used for retail purchases such as course supplies or the purchase of a book while traveling.  The P card and web voucher systems are the recommended method for vendor payments for non-T&E goods and services.  For additional on recommended payment methods, go to http://vpf-web.harvard.edu/documents and click on ‘Summary Overview: Procurement and Reimbursement Systems.
· Use of the card for personal use is prohibited.  

Cardholder Responsibilities

· Obtain receipt or other supporting documentation for each transaction.
· Submit supporting documentation and business purpose to department financial staff within 30 days from the end date of a trip or the date of a non-travel expense.  Cardholders are strongly encouraged to submit receipts as soon as they return from a trip or incur non-travel expenses.  

· Any expenses incurred should be processed accordingly to the transaction date and not the JPMC monthly statement date. 

· Give JPMC monthly statement to department staff for reconciliation purposes.  Cardholders are also encouraged to give department staff access to their on-line account to view on-line activity (see section at end of document).
· Cardholder is responsible for payment of any late fees assessed. 

· Although the card may not be used for personal use, a cardholder may need to pay JPMC directly in the following situations:  1) late fees; 2) a small portion of a large payment, such as movie rental during a hotel stay, is not a reimbursable business expense; 3) employee’s reimbursement claim is processed as income to the employee due to late request.
· If cardholder needs to pay JPMC directly for any reason, the cardholder should give a copy of the check to the department financial staff assistant for account reconciliation purposes.  

· Cardholders are personally liable for all charges incurred.
Payment Terms and Overdue Payment

· The JPMC billing cycle cut off date is the 15th of each month.  Statements are mailed to the address on the application, and arrive approximately one week after the cut off date.  If statement is delayed, contact the customer service number on the back of the card.

· When 30 days past due, the JPMC collection department will call the cardholder.  This is a courtesy call by JPMC, not a collection agency.  The card is not suspended at this point.

· When 60 days past due, JPMC suspends the card.  The card remains suspended until payment is received.

· When 90 days past due, JPMC cancels the card.  If the card is cancelled, the cardholder must reapply.

· When 180 days past due, the account is turned over to a collection agency.  It is at this point that JPMC reports non-payment to credit agencies and personal credit is affected.

· Late fees are assessed whenever the statement balance includes unpaid charges that have been billed two times previously (for example, the 10/15 statement includes unpaid charges from the 8/15 and 9/15 payment cycles).  
· Cardholder is responsible for payment of any late fees assessed. 

Fraud

JPMC has a proactive fraud department whose procedure is to contact the cardholder if they see suspicious charges.  Suspicious activity is identified by fraud detection software that evaluates types of purchases (high-risk merchant types), sequences of purchases, location of purchases (high-risk areas), and current fraud trends.  If JPMC cannot reach the cardholder they will place a hold on the card and call the Travel and Reimbursement Office, which in turn contacts GSD to verify that the charges are legitimate.  The hold is lifted once JPMC verifies that the charges are legitimate.

Who is Eligible to Get Card
GSD encourages ladder faculty and full-time staff who travel or regularly incur business expenses to obtain a corporate card subject to department manager and Finance Office approval.  The card is particularly valuable for anyone who needs to make lodging deposits, prepay conference registration, or purchase airfare in advance of a trip.  Current expense reimbursement policies prohibit reimbursement of expenses until after a trip is completed unless the charges are put on the corporate card.  Contact the GSD Finance Office if anyone other than ladder faculty or full-time staff is interested in applying for a card.
Applying for a Card

· The application form can be found at http://vpf-web.harvard.edu/ofs/travel/index.shtml
· Complete the top section.  Use of business address (48 Quincy Street) is recommended, but not required, so long as cardholder remembers to give the monthly statement to department staff immediately upon receipt.  

· Cardholder reads the cardholder agreement, signs the application, and obtains department manager’s signature on Supervisor’s Signature line.  GSD faculty should obtain the signature of Pat Roberts.
· Send the original form to Mary MacLean in the GSD Finance Office.  Karen Kittredge signs as the School Financial Dean’s Office authorized signer, and the application form is sent to the Travel and Reimbursement Office in Holyoke Center.
· Card will arrive approximately two weeks after the application has been processed by the Travel Office.

· Cardholder signs the back of the card, and activates the card by calling the 1-800 number on the back of the card.
Spending Limits

· The standard spending limit for travel and entertainment (T&E) is $30,000.  If you do not anticipate needing this high a limit and would prefer a lower exposure, you can send an email with your name, card number, and the requested lower spending limit to Margarita Rivera in the Travel Office (margarita_rivera@harvard.edu) with a cc: to Karen Kittredge.  If you desire a higher limit (limits of $50,000 and $80,000 are available on an exception basis), send an email with an explanation to Ann Renauer with a cc: to Karen Kittredge.  The financial dean needs to approve and then forward the request to the Travel Office.  

· The standard retail limit for cards is $5,000.  

Additional Resources
Mary MacLean


5-4115

mmaclean@gsd.harvard.edu
Karen Kittredge 

5-3771

kkittred@gsd.harvard.edu
Ann Renauer


6-1878

arenauer@gsd.harvard.edu
JPMC Customer Service            1-800-270-7760
Harvard Corp Card Info 

http://vpf-web.harvard.edu/ofs/travel/index.shtml
GSD Finance Office

http://www.gsd.harvard.edu/inside/fiscal_services
GSD Expense Reimbursement and Corporate Card Processing  

http://gsd.harvard.eduf/insdie/fiscal_services/purchases_and_expenses.html
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