Employee Name_________________________

MSJ Fifth Third Credit Cards 	

The following outlines the policies and procedures for use of a Mount St. Joseph University issued Credit Card.  In order to receive your card you must read this complete document, initial where indicated, and sign the acknowledgement at the end.  Failure to comply with the policies and procedures below will result in the loss of your credit card.  The University is under no obligation to provide anyone a credit card.  Cards will be assigned as a privilege based on the duties of an employee’s job, not title or rank.  Primarily they are to be used for those individuals who frequently travel or frequently have University business off campus.  

Individual User Responsibility
· The employee whose name appears on the card has full responsibility for the card including: monthly reporting to fiscal operations, fraud reporting, gathering all receipts, reporting it lost or stolen, and management of monthly limits.  Administrative assistants are not to be held responsible for completing monthly reports, gathering receipts, or any other aspects of card management. Once the online system has been launched, you will be given a unique username and password.  This is to be kept confidential as it is for you to manage your card.  If you have been provided a card it is assumed you will be completely responsible for it.

· I have read and understand this.  initial:  __________

· As a cardholder you agree to restrict usage of the card to University business only; the card shall not be used for personal charges.  Using the card for personal use may result in termination of the card, even if you intend to reimburse the University. All purchases must comply with the Department Expense Guidelines and Travel and Entertainment Polices found attached and on MyMount.  Mount cards cannot be used to receive cash advances from Fifth Third Bank or in an ATM.  

· I have read and understand this.  initial:  __________

· You will be conscious of your credit limit.  If an extended limit is required, the Controller can approve an increase.  In most cases, requests are handled and completed in the same day.  Do not assume the Controller is aware of your increased activity or will be available the day you need an increase.  If you are traveling or have other seasonal uses for your card, make sure to check the limit and request the increase in your limit before you need it.

· I have read and understand this.  initial:  __________

· The card belongs to you.  You may call customer service at any time to review recent transactions, inquire about the credit limit, ask why a transaction was declined, cancel a card, and report a card lost or stolen.  You may call the number on the back of the card or use the online system when it becomes available to troubleshoot any problems.

· I have read and understand this.  initial:  __________

· You may be required to provide your PIN when calling Fifth Third Bank or accessing the online system for the first time.  Your PIN is the last 4 digits of your social security number.  

· I have read and understand this.  initial:  __________    
Monthly Reporting

· You will receive online access to Fifth Third Direct to manage your card. Receipts can be scanned and uploaded once transaction post throughout the month.  The cycle will run from the first of the month to the last day business day of the month.  Before the 5th of each month, you need to login into the website and do the following:
[bookmark: _GoBack]
· Reconcile the monthly activity to your spending.  Please notify Fifth Third immediately if there is fraudulent activity.  Also email the Controller of the activity so he or she is aware of it.
· Ensure a receipt/detail is provided for every purchase. All restaurant receipts must include the food and drink detail.  Failure to provide a receipt where detail is not already provided may result in the loss of your card AND/OR the inclusion of the item as a taxable fringe benefit on your W2.  This will also result in additional tax withholding on your next paycheck.    
· Code all transactions online with the appropriate G/L account number (fund, cost center, account and project code, if needed).
· Review all transactions in order to allow for manager approval online.
· A late fee of $32 will be assessed to the department for late Payment Requests. Interest of 1.5% per month of an outstanding credit card balance will also be charged to the department.  Department heads may request the employee reimburse the department these fees, if the circumstances warrant it.  
· Notify Fifth Third Customer Service of planned international travel prior to the trip.  
· If you wish to print a copy of your statement for your own records, you may still access your statements but only for 30 days.  After 30 days, the statements will be deleted.

· I have read and understand this.  initial:  __________    

· Administrative Assistants will no longer receive statements of your purchases.  It is up to you to manage your card through the online system.  You may ask your administrative assistant for training, but do not provide them with your username and password.  If you have accepted the privilege of having a card, you have accepted the responsibility for managing and completing your report.

· I have read and understand this.  initial:  __________    

Acknowledgement
I have read the above policy and agree to comply with the policies and procedures outlined above.  I will report all suspicious activity on my card to Fifth Third Bank and Fiscal Operations as soon as I become aware of it. I understand that using the card for personal use may result in the termination of the card.


________________________________________
Name: please print



_________________________________________				______________________
Signature										Date

