Corporate Credit Card Policy

With the exception of personal business travel (on behalf of Andrews University) that may be paid by the employee’s
personal credit cards or checks, AU expenses are to be paid for by cash, purchase order, corporate check, wire
transfer (international) or the AU corporate credit card. In recognition of this and in an attempt to approve obtaining
a corporate credit card only where there is a demonstrated need and financial responsibility, the following
recommendations are made for obtaining and retaining a corporate card.

1. Applicant and supervisor must complete and submit a CORPORATE CREDIT CARD APPLICATION to
Financial Records for approval by the Chief Financial Officer (CFO). If, in the opinion of the CFO, an
application does not warrant approval, the Financial Management Committee will serve as the appeal body if the
applicant so chooses.

2. Upon receiving the credit card and activating the online viewing feature, the applicant or designee agrees to do the
following—

a. KNOW POLICIES: become familiar with AU reimbursement policies pursuant to spending on behalf of
AU. Policies can be found here: https://www.andrews.edu/services/finrec/policies/index.html

b.



5.

CARD SUSPENSION: CARD WILL BE SUSPENDED IF ANY TRANSACTIONS IN CR EWALLET ARE OVER 90




