Regent University Purchasing Card 
Cardholder Guide
Overview
The Purchasing card program is intended to streamline and simplify the Purchasing and Accounts Payable functions by eliminating waste and low value activities.  The Purchasing card is a tool that reduces transaction costs, facilitates timely acquisition of materials and supplies, automates data flow for accounting purposes and offers flexible controls to help ensure proper usage.

The Purchasing card program is designed as an alternative to a variety of processes including petty cash, check requests and low dollar purchase orders.  The Purchasing card program is not intended to avoid or bypass appropriate procurement of payment procedures.  Rather, the program complements the existing processes available.  The card is a MasterCard credit card that is issued by JPMorgan Chase.  Some minimal record keeping including retention of receipts, etc. is essential to ensure the successful use of the Purchasing card.  

This Cardholder Guide provides information about the process, the types of purchases that can and cannot be made, records that must be maintained and reconciled for each cycle, and a variety of other Program information.

Please remember that you are committing company funds each time you use the Purchasing card.  This is a responsibility that should not be taken lightly. Remember that you are the person responsible for all charges made to the card which has been issued to you.  Intentional misuse or fraudulent abuse may result in revocation of the card and/or disciplinary action up to and including dismissal.  

The card will have NO impact on your personal credit.  Although the card lists an individual's name, the card is actually issued to Regent University.

Obtaining a Credit Card
After you have read this Cardholder Guide and understand the procedures outlined, please complete the MasterCard Evaluation Form and bring a completed copy with you to training. Upon completion of the exam you must complete a Regent University Credit Card application form. Once the card is received by Purchasing you will be notified to schedule a training session with the Purchasing Card Administrator. 
Only full‑time employees of Regent University are eligible to receive a credit card.  Students, contractors, part-time, and temporary employees are not eligible.  The cardholder is responsible for the security of their card and the transactions made against the card.  Each user will be required to sign the Employee Cardholder Agreement at the time of training as part of the Purchasing Card application.

As part of your application, you will identify which levels of transaction and cycle        spending limits best accommodates your business requirements. Each purchasing          card has pre-set spending limits which may not be exceeded under any                           circumstances. The levels for credit limits are:
$/Transaction
$/Monthly
Card A (used for 
$10,000
25,000
frequent travel)
Card B
  $1,500
 10,000 
 When you receive your Purchasing card, sign the back of the card and always keep it        in a secure place. Although each card is issued in your name, it is the property of               Regent University and is only to be used for company purchases as defined in this             guide.
Commercial Card Restrictions
The Purchasing card is NOT to be used for the following expenses.

· Per diem

· Personal Purchases

· Alcoholic beverages

· Furniture 

· Equipment

· Services under contract

· Contracts requiring authorized signatures (including independent contractors)

· Payments to individuals, employees, students

· Cash Advances or ATM withdrawals
· 1099 reportable expenses (Payments to companies who are not incorporated or payment to individuals for services, including caterers)

· Entertainment expense OUTSIDE of policies set forth by Regent University, i.e. meal or entertainment expenses with other employees, employee gifts, birthdays, Administrative Professionals Day, Boss’s Day, etc.
· Computer Software or Hardware (excluding such supplies as mouse pads, wrist rests, or other "stand-alone" supply-type items)
           Under NO circumstances should a transaction be split into two separate receipts            to bypass the single transaction dollar limit.

           Each card will have a maximum amount per transaction and a monthly set limit.            Once set, the card will reject purchases for amounts greater than the limit. This             amount is determined by you and your supervisor. Limits may be adjusted but is            considered as an exception and on an as needed basis only. This is subject to                 approval by your supervisor and Purchasing Card Administrator. Please submit             this request in writing to paulcar@regent.edu or purchasing@regent.edu. 
           Purchasing card Abuse: Abuse of the Purchasing card for personal gain or                  unauthorized use may result in appropriate disciplinary action which could                    include garnishment of wages and termination. Policy violations include, but are            not limited to:
· Any expense listed under Commercial Card Restrictions as noted above
· Exceeding credit line limit(s) or splitting purchase transactions in order to stay within limits

· Failure to return the Purchasing card upon request, resignation or termination

· Missing receipts

· Failure to reconcile credit card statements and submit proper documentation (receipts) to the Accounts Payable office by the 10th of each month

           Violation Consequences for Misuse include the following Four Strike                      System

· 1st Occurrence:  Documented warning to employee sent via e-mail

· 2nd Occurrence:  Documented warning to employee’s supervisor and departmental director sent via e-mail

· 3rd Occurrence:  6 month suspension from the program
· 4th Occurrence: Card cancellation and removal from program
Using the Card
It is the cardholder’s responsibility to obtain transaction receipts from the merchant or supplier each time the card is used. Contact the supplier and agree to price, quantity, sales tax (if applicable) and delivery date.  When ordering, inform the supplier that the university is tax exempt and provide our tax ID number. NOTE: We are not tax exempt from travel/entertainment expenses such as meals, lodging, car rentals, catering, etc.  
It is required at the time of purchase that you receive a receipt showing tax (if applicable) paid for the purchases.  If the purchase is via phone or mail, ask the supplier to include the receipt with the goods when the product is shipped to you. This receipt is the only original documentation specifying whether or not sales tax has been paid against the purchase. (See additional tax information below).  The Cardholder's name and "MasterCard" must appear on the packing slip and external shipping label.  The supplier will require your Purchasing card number, expiration date, and the "ship to" address.

It is required that you retain all receipts for your purchases.  If a receipt is missing, please fill out the Missing Receipt Form by clicking on the link provided http://www.regent.edu/admin/busoff/online_forms.cfm (may also be accessed on the all forms page on the purchasing website) and attach to your SDOL Expense Report.
Tax
Regent University is tax exempt. As a buyer you are required to inform the supplier/merchant of our tax status and ensure that we are not charged tax. Sales tax, however, should be paid on all taxable purchases (travel/entertainment expenses, etc.) made with the purchasing card.  Contact the Accounts Payable department if you have questions about which purchases are subject to tax.  To assure that taxes are properly paid, ask the supplier to show the sales tax amount charged as a separate line item on the receipt.  

Reconciling Your Account
Cardholders are required to reconcile their online credit card statement and submit it to their assigned supervisor by the 5th of each month. All supervisors are required to review and approve the statements by the 7th of each month. This reconciliation is completed online through the online software program provided by JP Morgan Chase called Smart Data Online (SDOL). To log in to the system you may copy this provided link https://sdol.mastercard.com  into the address bar. Your first time user ID and password is provided by the program administrator. Once logged in you will be prompted to change your ID and password to something that is familiar/personal to you. For complete ONLINE reconciliation instructions please see the “MasterCard Reconciliation Cheat Sheet”.
Please note the following when reconciling your statement online:
· The cycle cut‑off date runs from the 24th-26th of each month depending upon the billing cycle.
· All accounting code information (cost center, account code, activity code [when applicable]) must be entered for each transaction.

· An expense description is required explaining the 5 W’s; who, what, when, where, and why for each transaction.
· Be sure your hard-copy receipt total matches the amount posted in SDOL for the transaction. 
· You will click the cardholder reviewed box once all required information has been entered. NOTE: Once checked and submitted to your supervisor you are not able to make any changes to this transaction. 

· Click Apply in order for the system to accept all of your data entry.

· Click the email notification icon to send an email to your supervisor stating you have reviewed all of your charges. You are required to reconcile your statement by the 5th of each month. NOTE: You must obtain your credit card supervisor assignment from the program administrator.
· Once the supervisor has reviewed the charges they will send you an email stating the online transactions are approved. NOTE: All supervisors are required to complete their review by the close of business on the 7th of each month. Once the supervisor box is checked and the “apply” button is clicked NO further changes can be made to the transaction. If a change or mistake is noted you will need to contact the program Administrator to make any changes. Send an email to your card holder upon completion of your review.
· After approval from supervisor, cardholders will have from the 8th-9th of each month to print the online reconciliation report (Expense Report). Please see Cardholder Placemats Reconciliation form for print instructions. This report will contain the detailed information you entered into the system when you reconciled your statement. Once verified, please print the report and attach your hard copy receipts to the back of the statement and forward to Accounts Payable (ADM 140). The statement is due by the 10th of each month. Please be sure to make a copy for your records.
NOTE: If someone other than you reconciles your statement you are required to sign the reconciliation before submitting it to the Accounts Payable office.
You will continue to receive a hard-copy monthly statement from JPMC. You are NOT required to forward this statement to AP but please maintain it for your records.
Resolving Errors and Disputes
It is the cardholder’s responsibility to follow-up on any erroneous charges, returns or adjustments and to ensure proper credit is given on subsequent statements. In the case of an error, first contact the supplier and try to reach an agreement.  Most disputes can be resolved between you and the supplier directly.

If you are unable to reach an agreement with the supplier, complete a Dispute               Form (located in SDOL), sign it and send it to JPMorgan Chase. All disputes must be submitted in writing to JPMorgan Chase within 30 days of the statement date via mail, fax, or email to:
Commercial Card Services

Attn: Dispute Department

PO Box 2015

Elgin IL 60121-2015

email:  CCS-Disputes@JPMChase.com 

fax:  847-931-8861
When submitting your reconciliation, please inform Accounts Payable if you are disputing a charge and will be following up with the vendor and/or JP Morgan Chase.
Paying the Bill
The purchasing card program is under a corporate pay arrangement with JPMorgan Chase.  Account balances are paid in full each month by Regent University.

 Your purchases will initially be charged to a purchasing card expense account        (671000) and then reallocated based upon the cost center and account coding you entered with the online reconciliation.  

Lost or Stolen Cards
The Purchasing card should be kept in a secure place or in your possession just as you would secure your personal credit cards. Sign the purchasing card immediately upon receipt. If your card is lost or has been stolen, immediately contact JPMorgan Chase via this toll free number (1-800‑316-6056). Also notify the purchasing card Administrator at (757) 352-4007 or (757) 352-4006.
Refusal of Card or Account
Should you be declined at the point of sale for any reason, please contact your purchasing card Administrator (757) 352-4006 or JPMorgan Chase at 1-800-316-6056. Ext. 7245. Every effort will be made to determine why the transaction was declined.
Commercial Card Audit Activity
Your card activity is subject to audits by appropriate personnel.  The audits are to help ensure adherence to the program's policies and procedures.
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