@EC

COPPER MOUNTAIN COLLEGE
District Credit Card Policy

Overview

The District Credit Card Program provides authorized employees with access to alternate or flexible
methods for purchasing goods and services as necessary within the scope of responsibility related to their
position or the department under their supervision, including travel expenses (Ref. AP 7400 Travel Policy).

The purpose of this policy is to provide Copper Mountain College employees with guidance related to
participation in the District Credit Card Program. It also serves as a reference for allowable uses of issued
credit cards that are consistent with State and Federal regulations and existing district policies and
procedures.

Requesting a District Credit Card

Requests to be issued a District Credit Card must be submitted by a prospective cardholder’s manager to
the Business Services Office for approval using the District Credit Card Issuance Request Form. A District
Credit Card may be issued where deemed necessary to an employee that will be traveling or conducting
other authorized business on behalf of Copper Mountain College.

District Credit Cards are issued in the employee’s name and are paid by the district through Accounts
Payable. Issuance of a District Credit card is subject to approval by the Chief Business Officer.

Using a District Credit Card

o Safekeeping of a District Credit Card is the responsibility of each cardholder. Sharing of a District Credit
Card is not advisable.

e Cardholders must obtain prior approval for expenses incurred on behalf of the district and paid for
with a District Credit Card. This includes travel costs (Ref. AP 7400 Travel Policy) and the purchase of
goods or services.

e Transactions must be authorized by the cardholder’s supervisor and budget manager where
applicable. Credit Card charge documentation must be accompanied by the appropriate approval
form:

o Credit Card Purchase Form
o District Travel Approval Claim Form

e Cardholders must submit itemized receipt(s) for each charge to the Business Services Office at the
time the charge is made (NOTE: meal purchases during travel activities are not permitted using a
District Credit Card, see AP 7400 Travel Policy for meal allowance information).

e In the event that a receipt is lost, cardholders must complete an Affidavit for Lost Receipt form.

e Copper Mountain College is not sales tax exempt. Purchases that are taxable should reflect the correct
tax amount on the purchase of goods or services.
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e Cardholders will receive requests for verification of monthly statement charges. Cardholders should
review the monthly statement to verify all charges are correct and accurate and that all
documentation has been submitted.

o If a cardholder accidentally uses their District Credit card for personal expenses, they should notify
the Business Services Office regarding how to reimburse the district for the charge. Documentation
of the reimbursement will be included with the appropriate monthly statement packet.

Non-Allowable Transactions

Some Credit Card transactions may not be permissible as they may be considered dangerous,
inappropriate, or a “Gift of Public Funds”. If cardholder is uncertain whether a purchase is allowable,
please contact the Business Services Office for more information prior to proceeding with transaction.
Purchases that are not allowable are, but are not limited to:

e Meals normally attributed to Meal Allowances (Ref. AP 7400 Travel Policy)

e Alcohol

e Weapons

e Hazardous Materials or Chemicals, unless authorized to do so

e Prescription Drugs

e Cash Advances

e Gasoline, when mileage is being reimbursed (Ref. AP 7400 Travel Policy)

e Gifts to employees or students, unless permitted through categorical resources
e Personal expenses

Cardholder Termination

It is the responsibility of each cardholder to use a District Credit card in accordance with the District Credit
Card Policy. Non-compliance may be subject to revocation of credit card permissions, disciplinary action,
and the cardholder may be required to reimburse the district for any unauthorized transactions.

If a District Credit Card is no longer needed by the cardholder, or the cardholder is preparing to end their
employment with the district, the cardholder is responsible to notify the Business Services Office and
return the card. The Business Services Office will deactivate the card.

Cardholder Acknowledgement

By signing below, | accept the responsibility expected of me as a District Credit Card authorized cardholder.
| agree to the policies and procedures mentioned above and understand the consequences for not following these regulations.

Cardholder Name Card Ending In # Credit Limit

Cardholder Signature Date
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