X. CREDIT CARDS
10.1 CREDIT CARD USE

Credit cards are used to facilitate the purchase of goods and services in instances where it may be the most effective and efficient purchase method and to have a mechanism to purchase during emergency or other unusual circumstances.  Internet-based purchases where purchase orders are not accepted is one example of the type of purchase where a credit card may be used.
Use of the credit card is not intended to replace or circumvent normal purchasing policies and procedures and is intended primarily for circumstances where use of purchase orders or other authorized purchasing methods are not possible or practical.  

10.2 TRANSACTION LIMITS
Single transactions are limited to $4,999.99.

10.3 AUTHORIZATION/APPROVALS
Individuals must complete a Request for Credit Card Purchase form to purchase items and the actual purchase will be made by the (1) Purchasing office or (2) Vice President for Business and Finance office.  Cards may not be checked out by individuals to take to a business for purchases.  Purchases totaling $499.99 or less must be approved by Budget Manager.  In addition, purchases $500 or greater must be approved by the Vice President for Business and Finance.

10.4 RECEIVING
Individuals for whom items were purchased must immediately notify Purchasing or the Vice President for Business and Finance, as applicable, when the order is received via email.  Individuals should send the notification of receipt to the respective office that processed their purchase.
10.5 TAXES

Sales tax should not be paid on purchases.
10.6 RECORD KEEPING
Each individual assigned a card will maintain their log of transactions and reconcile the log each month to statements or other records provided by the bank.  The reconciled log and supporting documentation should be sent to the Business Office to support the payment made to the bank.

10.7 EMERGENCIES
Credit cards may be used in emergency or other unusual circumstances as directed by the Vice President for Business and Finance and/or the President.
10.8 EXCEPTIONS

Exceptions to this policy may be made by the President or Vice President for Business and Finance.

