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	  Section I – How the Card Works


A.    GEMS CARD PROCEDURE NO.11.210

PURPOSE  

To provide instructions, requirements and allowances to employees issued a University of Chicago Corporate   Credit Card (herein referred to as the “GEMS Card”). To explain the process and documentation required of cardholders and the departments that manage the GEMS Card. To provide information regarding the actions that will be taken by Purchasing and Payment Services in resolution of matters related to the GEMS Card.

AUTHORIZATION

The credit card application has required approvals for travel and procurement card features.  These authorizations are built into the workflow for each employee. The travel card feature requires final approval by a department head and the procurement card feature requires approval by a Dean of Administration or Vice President.

POLICY

GEMS Cards are issued under the authority of University Financial Policy 1201 – Authority and Responsibility for Procuring Goods and Services and University Financial Policy 1202 – Travel.

LIMITATION

Purchasing and Payment Services will issue GEMS Cards to faculty and staff of the University on an as needed basis. The request for a GEMS Card may be declined or an existing card may be suspended if in the determination of Purchasing and Payment Services the request is better serviced by other procurement means; the individual requesting the card has shown previous disregard for the requirements related to the use of the card; or other aspects of the request that indicate it would not be in the best interest of the University to issue a card.

LIMIT OF LIABILITY

The Card is non-transferable. Only the named cardholder may use the Card for University business expenditures. All Cards are a direct legal and financial obligation of the University of Chicago, are intended for use in expenditures properly charged to the business of the University and are not for the personal use of the individual cardholder.  The cardholder has no right to cause charges of a personal, non-University purpose, to be charged to the GEMS Card even if the cardholder intends to make repayment to the University.  The first and only allowable use of the card is for University business and personal use will be considered a breach of the Cardholder’s Agreement from which the University may take corrective action relative to the cardholder’s activity.

      B.     CONTACTS AND RESOURCES

      

The portal to all gems program resources:  https://gems.uchicago.edu.

	            GEMS Card Application
	https//gems.uchicago.edu/apply

	
	Note: Employee access to the application site is established at the department level. If you are denied access, please contact your GEMS department representative.

	       Card Program Coordinator
	Inquiries and questions about the card program should be directed to Purchasing and Payment Services GEMS Card Program Administrator at (773) 702-4360 or email: gemscard@listhost.uchicago.edu


	Activate Card
	To activate the card contact JPMorgan Chase (1-866-602-8170) between the hours of 8:00 A.M. and 8:00 P.M. Central Time.



	Lost or Stolen Card

	Report lost or stolen cards immediately 24 hours a day, to JPMorgan Chase at (1-800-316-6056).



	Disputed Transactions

	JPMorgan Chase must be notified in writing of any disputed transaction within 60 days from the date of the statement on which the error or problem first occurred. A “Dispute Form” must be filed with JPMorgan Chase Commercial Card Services, by fax at (1-847-931-8861) or email at:         ccs-disputes@jpmchase.com Obtain a copy of the “Dispute Form” at https://gems.uchicago.edu


	Changes / Cancellations
	Request for card changes or cancellations should be submitted to Purchasing and Payment Services by fax on a “GEMS Cardholder Maintenance Form” #PF11.210.04 located at: https://gems.uchicago.edu


C.     WHAT IS THE GEMS CARD?

The GEMS Card is the University’s Corporate Credit Card which is a MasterCard issued by JPMorgan Chase (herein referred to as “JPMC”) and administered by Purchasing and Payment Services.  The GEMS Card is designed to provide authorized faculty and staff with a cost-effective and convenient method of procuring and paying for small dollar purchases and travel expenditures. Merchants that accept MasterCard products will accept the GEMS Card.  

D.     CARD USE 

The GEMS Card is not intended to avoid or bypass appropriate procurement or payment procedures.  Rather, the card complements the existing processes available.  
The GEMS Card can be used for all business related travel expenditures both domestically and internationally.  Additionally, the GEMS card can be used as an alternative to current procurement processes being conducted on Direct Payment Vouchers (DPV’s) or Purchase Orders (PO’s). All transactions made on the GEMS card will be pre-populated into the GEMS system, the University’s automated expense management system. 
E.     CARD BENEFITS 

· There are no credit checks of the cardholder’s personal finances and no link to their financial records.  

· $500,000 Worldwide Travel Accident Insurance

· $5000.00 Lost Luggage Insurance

· Travel Assistance Services

· It reduces the number of high dollar travel reimbursements and issuance of travel advances. 

· The card improves the small dollar purchasing process, reduces the number of requests for special checks, and eliminates the need to use personal funds for business expenses. 

	   Section II – Requesting a Card


A.     APPLYING FOR THE GEMS CARD

       Eligible University employees may apply for the GEMS Card at: https//gems.uchicago.edu/apply
Applicant: By submitting a completed application to Purchasing and Payment Services, the applicant acknowledges their understanding of the GEMS Card, and agrees to abide by the guidelines established for the card.

Approval: By approving the application of a GEMS Card for a designated employee, the employee’s department agrees to be responsible for all charges made by the designated employee.

Issuance: Submitted applications are reviewed by Purchasing and Payment Services. The review process includes intended use and appropriate approvals. The card application will be forwarded electronically to JPMC. The card issuance process takes about 7 to 10 working days.

B.     CREDIT LIMIT

The cardholder application has default spending limits which are recommended limits that will allow most cardholders sufficient funds to conduct University business.  Additionally, the card has built-in controls which restrict cardholder’s purchases by setting limits such as: Credit Limit (per Billing cycle), Single Purchase Limit and by Merchant Code (i.e. type of supplier coding).

These control limits are designed to protect the University and limit its liability in the event a card is improperly or fraudulently used.  For cardholders requiring higher dollar limits, the application can be adjusted accordingly.  Note, when a cardholder or approver changes the pre-set limits on the application, the application requires a detailed explanation of the reason for credit limit modification.
C.     COMPLETING THE GEMS APPLICATION

   Access the application using your assigned CNetID and password.

   Applicant Information

                    Preferred Name Displayed on Card: Name applicant would like to appear on the GEMS Card

                    Job Title: Insert your job title

                    Phone/Fax: University business phone numbers

                    Department: Department Name

              Physical Location/Address (1): Physical location the applicant works at (Must be a U.S. address)
                    Mail Code/ Address (2): Insert interoffice/faculty exchange address

                    City/State/Zip: City/ State/5 digit zip code

  Card Type  

Travel Card – this card is issued for business travel expenditures and small dollar purchases. An increased credit limit beyond the standard limits outlined below requires the applicant to complete the “Intended Use” field to justify the need for the requested modification.

Standard Spend Limit for - Travel Card

       
$10,000 per billing cycle $500 single purchase limit (for procurement transactions)

Procurement Card – this card is issued for purchase of goods and services as required for conducting University business. Requires Approval of the Department / Division Head and Dean or Vice-President. The “Intended Use” field must be completed when selecting Procurement. An increased credit limit beyond the standard limits outlined below requires the applicant to complete the “Credit Limit Reason for Change” field to justify the need for the requested increase.

Standard Spend Limit for – Procurement Card 

$5000.00 per billing cycle $500.00 single purchase limit 

Note: If both the travel and procurement features are selected they will be combined into a single credit card.  Individual cards are not issued.

   Billing Information

       Insert applicant’s “Responsible” department number.
  Executive Level                       (2) digit 

  Department Number                (3) digit 

  Sub-Unit (If applicable)           (2) digit 

  Sub-Sub-Unit (If applicable)   (2) digit
FAS Account Number - Only one FAS budget account number (ledger 2 or 4) can be assigned to a Card.
	  Ledger number 
	(1) digit 

	  Account number
	(5) digits 


D.     RECEIVING YOUR GEMS CARD

Arrange for Card pick-up from Purchasing and Payment Services GEMS Card Program Administrator or your GEMS Department Representative. Upon receipt of the card, verify the correct spelling of your name, sign the back of the card and activate the card.  Notify Purchasing and Payment Services regarding errors. 

E.     FINANCIAL ACCOUNTING SYSTEM (FAS) BUDGET ACCOUNT NUMBER
A GEMS Cards has a default FAS account number that is determined by the Approval Administrator who reviews and approves non-payroll expenditures in accordance with University Financial Policy 1203.c. This account number will be displayed in the GEMS system and can be changed at the time the expense is being reconciled in the GEMS system.

Only one FAS account number can be assigned to a GEMS Card. The assigned FAS account must be in Ledger 2 (Current Unrestricted Funds- Miscellaneous) or ledger 4 (Current Unrestricted Funds-Unrestricted Budget).

F.     GEMS CARD RENEWAL

GEMS Cards are valid through the expiration date printed on the face of the card with the last day of the stated month being its final active day. JPMC will send renewal cards to Purchasing and Payment Services thirty days prior to expiration of existing cards. Upon receipt of a new card, it is the cardholder’s responsibility to properly destroy the expired card.

Renewal cards should be reviewed for accuracy and activated prior to use.

	   Section III – Use of the Card


  A.     ALLOWABLE CARD EXPENDITURES

The card may be used for most types of purchases necessary to conduct University business.  The categories listed below are considered acceptable use of the card.

Travel Card Allowances

Travel & Entertainment, Parking, Transportation, Telecommunications, Conferences/Meeting Registration Fees, Service Stations, Business Meals. (General procurement up to a maximum of $500 per transaction)

Procurement Card Allowances

Professional Development, Messenger Services, Computer/Software Services, Office Supplies, MRO Supplies, Online Merchants, Meals/Catering, Furnishings, Parking, Telecommunications, Conference/Meeting Registration Fees, University Sponsored Events, Equipment Rental.


It is not intended to always prefer the use of the GEMS Card instead of a Purchase Order (“PO”) because the PO provides additional benefits and rights not available with a credit card.  Use discretion to select whether or not the GEMS Card is the right choice.  A Purchase Order provides contract pricing, terms and conditions favorable to the University in each transaction.  

     B.     UNALLOWABLE CARD EXPENDITURES

The categories listed below are considered unacceptable use of the card.

1. Personal Expenses

2. Expenses not made on behalf of the University 
3. Capital equipment ($5,000 and greater).
4. Fabrications: Costs for parts, materials and labor used to fabricate a special purpose or piece of equipment    (Order on a Department Purchase Order) 
5. Hazardous materials: Chemicals, compressed gases, radioactive material (Order on a Department Purchase Order) 
6. Laboratory animals: Animals used in laboratories (Request through ARC) 
7. Split purchase transactions done to circumvent dollar threshold limits are not allowed.
    C.     UNAUTHORIZED USE

Misuse, improper use or fraudulent use of the GEMS Card will result in suspension or cancellation of the GEMS Card or disciplinary action including termination of employment. Charges that are determined by the department or the VP for Finance to be unauthorized shall become expenses of personal obligation to the cardholder requiring reconciliation to the University, as provided for in the Cardholder Agreement.

    D.     RECEIPT REQUIREMENTS 

Receipt requirements for travel expenditures are stated in University Financial Policy 1202 – Travel.  Receipt requirements for procurement related expenditures are required for all transactions at $75.00 and above.  Whether a purchase is made in person, telephone, Internet, fax, or mail, the cardholder must obtain a sales receipt or invoice (the same document you receive when you use your own credit card) from the merchant.  All required receipts are to be imaged into the GEMS system when reporting transactions.
Missing Receipts

Procurement transactions: Obtain a photocopy of the receipt from the merchant, if unavailable, a written statement made by the cardholder attesting to the expense with full line item description is acceptable.
Travel transactions:  Refer to University Financial Policy 1202 - Travel.
    E.     RESOLVING ERRORS AND DISPUTES

A disputed transaction can result from fraud, misuse, altered charges, incorrect amounts, duplicate charges, credits not processed, etc.   The cardholder is responsible for the follow up with the vendor regarding any erroneous charges, disputed items or credits.  A vendor has 30 days to issue a credit.  If the vendor fails to issue an anticipated credit in the allowed time period, a “Dispute Form” should be filed with JPMC by fax at 1-847-931-8861 or by email at: ccs-disputes@jpmchase.com. Obtain a copy of the “Dispute Form” at https://gems.uchicago.edu. The cardholder should complete the appropriate disputed transaction information, noting the credit card transaction reference number.  

JPMC must be notified in writing of any disputed transaction within 60 days from the date of the statement on which the error or problem first occurred.

     F.     CHANGES AND CANCELLATIONS

The cardholder must surrender and cease use of the card in the event of transfer or relocation to another department. Cardholders transferring to a new department must re-apply for a card.

Request for changes outlined below should be submitted to Purchasing and Payment Services on the “GEMS Cardholder Maintenance Form” #PF11.210.04 located at: https://gems.uchicago.edu
Card Cancellation, Billing Address Change, Cardholder Name Change, FAS Budget Account Number, Credit Limit Increase


      G.     LOST OR STOLEN CARDS

The GEMS Card is University property, and should be secured as one would secure personal credit cards. If a card is lost or stolen notify JPMC immediately.

      H.     CARD AUDITS

To assure that the card usage meets the audit requirements of the University and various government agencies, periodic audits may be made to verify that transactions are appropriate and that policies and procedures are being followed. 

      I.      PAYING JPMC / BILLING CYCLE

The GEMS Card is a corporate pay card; therefore, cardholders are not responsible for making payment directly to JPMC. On a weekly basis all charges are settled with JPMC using Purchasing and Payment Services’ master clearing account.  These charges will be offset by credits received from the FAS account number assigned to each card. Cardholder statements will be sent monthly to the address indicated on the application. The statements are provided as a reminder of the cardholder’s activity for the cycle.  All GEMS Card transactions must be reported in the GEMS Expense Management System.

Statements maybe destroyed by the cardholder after their use unless the individual department has established other guidelines for record retention of these documents.

Outlined below is the GEMS Card cycle:

20th of each month: JPMC mails cardholder’s statement

20th of each month: Replenish cardholder’s credit limit

      J.     TAXES
The University’s tax-exempt status is for sales tax and may not extend to most travel related activities.  Cardholders should avoid paying tax on procurement of goods.  Some vendors may want to see a copy of the letter regarding the University’s Tax status; the letter is available on the AdmiNet intranet site at http://adminet.uchicago.edu/adminforms/forms-index.shtml#T.  The Illinois Tax-Exempt number is imprinted on each card. Also, remember to mention the University’s tax-exempt status to the merchant when making any purchase.
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