


HAVERFORD COLLEGE VISA and AMERICAN EXPRESS
                      COMMERCIAL CREDIT CARD PROGRAM PROCEDURES

1. Haverford College has two commercial credit card programs for employees.  The VISA purchasing card program was established to provide an efficient and cost effective method of purchasing goods and services that cost under $2,500.  Use of a commercial credit card eliminates the need for purchase orders or petty cash for these small dollar purchases.  The program also consolidates the payment of all purchases into a single monthly invoice.  The American Express credit card is available to those who travel extensively on College business.  

2. Participation in the program requires the submission of an application signed by the department head.  (Note that the American Express application must be requested from the Controller.)  Purchasing cards may be issued to faculty, department heads and those designated by department heads to make purchases on behalf of the College.  The credit limit for departmental designees is generally $1,000 per transaction and $10,000 per month.  These limits can be increased up to $2,500 and $20,000 with the approval of the department head and the Business Office.  Department heads and faculty would normally have the maximum credit limits.  The American Express card has a monthly credit limit of $20,000.
3. College credit cards are to be used for College related business only.  Use of the card for personal purchases is strictly prohibited.  Also prohibited are cash advances.  The card should also not be used for office supplies and equipment available through Sam Williams.

4. The card may be used for travel related expenses, or to purchase goods and services within your established credit limits over the phone, internet, by mail or fax, or in person.  When placing an order, please identify yourself as a Haverford College employee and notify the vendor of the College's tax-exempt status and number (the College's tax-exempt number is 75-07453-8).  If applicable, please direct the vendor to include your name and the complete delivery address (building and room) on the shipping label and packing list.  

5. Whenever a credit card purchase is made, documentation such as invoices, tickets, packing lists, and other receipts must be retained as proof of purchase and for later reconciliation purposes.  To assist with the record keeping, you may want to use and submit the related Documentation Form available on the Business Office website.  

6. Cardholders will receive a monthly statement, which must be reviewed for accuracy and approved by the department head.  The approved statement with appropriate general ledger account number detail and documentation (at a minimum, all hotel and airline bills, and any purchases over $250) must be forwarded to the Business Office no later than the 20th of each month.    

7. It is the Cardholder’s responsibility to safeguard the credit card and account number to the same degree that a Cardholder safeguards his/her personal credit information.  If a VISA purchasing card is lost or stolen, the Cardholder has the responsibility to immediately notify Bank of America at 1-888-449-2273 as well as the Business Office.  Lost American Express cards should be reported immediately to 1-800-992-3404 and the Business Office.
8. When an individual Cardholder leaves or retires from the College, the card must be returned to the department head and then forwarded cut in half to the Business Office.

9. The Business Office is responsible for the commercial credit card program and may revoke cardholder privileges in the event of non-compliance with these procedures.  For further information, contact the Business Office or view the Business Office Website.
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