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Hollins University Corporate Credit Card Policy 

Purpose 

In order to facilitate best business practices, the following policy sets forth instructions for making credit card purchases for the university and cardholder’s responsibility to substantiate charges. This policy offers guiding principles, but it remains the responsibility of anyone authorized to purchase goods and supplies to maintain the highest level of integrity and stewardship of University funds. 

Scope 

Vice Presidents/Deans, Department Heads, and their designees are authorized to make purchases with the corporate credit cards in the user’s name under the following conditions: 

· Corporate Credit Card: A charge card issued to an authorized employee of Hollins University for the purpose of making authorized business purchases on the university’s behalf. 

· Credit Card Limit:  Increases to credit limits must be approved by the Vice President of Finance and Administration or the Controller.
· The Vice President/Dean responsible for each department will designate the employee(s) who will be issued cards.  Cardholders must log onto JP Morgan Chase Credit Card Smart Data website (https://smartdata.jpmorgan.com)to upload receipts, enter general ledger account number(s), business description and review each transaction.  Please refer to the JP Morgan Chase Credit Card Smart Data Instructions for Cardholders document on My.Hollins/Business Office/Accounts Payable for further detailed instructions.   The cardholder’s supervisor or Vice President/Dean must review receipts, account number(s) and business description and approve each transaction electronically on the JP Morgan Chase Credit Card Smart Data system by the 10th of the month.  We encourage cardholders to upload receipts and code transactions throughout the month versus waiting until the end of the month. 
· Cardholders are accountable for all charges made with their corporate credit cards and are responsible for checking all transactions against the corresponding support documentation to verify their accuracy and propriety. 
· A cardholder, who makes an unauthorized purchase with the corporate credit card, as defined in this policy or uses the corporate credit card for personal purchases, or in an inappropriate manner, will be subject to disciplinary action, including possible card cancellation, termination of employment at Hollins University, and/or criminal prosecution. 

· For individual transactions below $25, receipts are not required however the transaction must have the account number and business description entered into JP Morgan Chase Credit Card Smart Data system.   
· It is the cardholder’s responsibility to obtain all receipts except those transactions below $25. Every effort must be made to obtain receipts (i.e. if you have lost the receipt call the vendor and ask for a duplicate receipt).  The Missing receipt form will no longer be accepted, except in extenuating circumstances. Cardholder’s must maintain original receipts for audit purposes until the fiscal year is closed out and they have been notified to destroy receipts by the Associate Controller.  
· If merchandise is returned for credit or exchange, the cardholder is responsible for obtaining a credit/exchange receipt from the merchant and retaining that receipt with the support documentation for that purchase. The credit/exchange receipt must also be uploaded to J.P.Morgan Chase Smart Data website as supporting documentation to the credit issued on the credit card.  Receiving cash or checks from the vendor to resolve a credit is prohibited. 

· Cardholder’s will receive email notifications when their credit card statements are available to view within JP Morgan Chase Credit Card Smart Data system by the second business day following the last day of the month. Additionally, you may view your transactions at any time during the month.
· It is the cardholder’s responsibility to safeguard the corporate credit card and corporate credit card account number at all times. 

· Corporate credit cards are not to be used for the following: 
· Items For Personal Use 
· Items not related to University Business 
· Alcoholic Beverages–see Hollins University Employee Reimbursements/ Travel and Entertainment/Purchasing Policy for further details
· Cash Advances 

· Cardholders should contact JP Morgan Cardholder Customer Service (1-800-316-6056 – available 24/7) immediately if their card has been lost or stolen or if they notice any fraudulent transactions.  Also please let the Associate Controller know as well.  

· Cardholders, who transfer to a new position and require the use of a corporate credit card as part of their new duties, should continue to use the same card. Cardholders who no longer require a corporate credit card in their new position must cancel their card through the University Controller or the Associate Controller. 

· Prior to separation from the university, cardholders must surrender their corporate credit cards and corresponding support documentation to the University Controller or the Associate Controller.   
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