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Policy:  To assist in procuring goods and services the college has established a credit card with a financial institution provider for official college business only. 
Purpose:  Credit cards provide the college with a cost-effective, convenient and streamlined method of purchasing items, thereby reducing the volume of individual payments processed by the college to vendors. Reports on cardholder activity enable the college to capture information necessary to better manage college activities.
Responsibility:  

The table below describes responsibilities for this policy:

	Group/Individual
	Responsibility

	CFO (Chief Financial Officer)
	Ensure that purchasing policies are followed.

	AP Office
	To assist employees in the utilization of credit cards and the subsequent submittal of documentation to AP for backup to a purchase.

	College Employees
	To follow MnSCU and NCTC policy, process, and procedure in using credit cards to procure college goods and services.


Supporting References

Listed below are document(s) that support this policy:

· 7.3 Financial Administration MnSCU Board Policy

· 7.3.3 Credit Cards MnSCU System Procedure

· 7330-2-01 NCTC Credit Card Process

· NCTC Purchasing Card Program-Cardholder Agreement

· NCTC Purchasing Card Program-Individual Transaction Log

· NCTC Purchasing Card Program-Cardholder Dispute Form

· NCTC Purchasing Card Program-Account Maintenance Request
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