
[image: image1.jpg]SAN DIEGO STATF
UNIVERSITY





SAN DIEGO STATE UNIVERSITY

Corporate Travel Card Program (CTC) Handbook
CTC PROGRAM
Business and Financial Affairs

Accounts Payable
June 2011 (Revised)

TABLE OF CONTENTS
1GENERAL INFORMATION


1LEGAL REFERENCE AND AUTHORITY


1CONFLICT OF INTEREST


1AUTHORIZED PURCHASES


2AREAS OF RESPONSIBILITY AND PROCEDURAL PROCESS


6ORDERING Corporate Travel Cards:


6ERRONEOUS OR IMPROPER PURCHASES


7REPLACING CORPORATE TRAVEL CARDS:


8COMMON REASONS FOR DISPUTE




GENERAL INFORMATION

San Diego State University (SDSU) offers the Corporate Travel Card Program (CTC) to provide travelers a convenient and flexible option for payment of travel expenses while on official University business. The CTC is to be used for travel expenses only, such as lodging, airfare and baggage fees, vehicle rentals and conference registrations. With the ease of a widely accepted US Bank VISA credit card, traveling university employees may make walk-in purchases or place telephone and web orders for travel with the costs charged directly to the university. 
The standard per transaction limit will be set at $2,000 and the monthly limit will be determined by the department. Departments have the option to adjust the limits according to their departmental budgetary requirements.

LEGAL REFERENCE AND AUTHORITY

The CSU authority to obtain goods is granted in Public Contract Code Section 10295. Procurement authority has been delegated to the campus president by Executive Order 760 and 775. 
Fiscal authority is delegated by Executive Order 1000.
CONFLICT OF INTEREST

In accordance with The Political Reform Act of 1974, university employees who “are deemed to make or participate in decisions which may foreseeably have a material effect on a financial interest” of their own, must file financial disclosures indicating their interests which might fall within the conflict of interest category.  Any university employee who holds a corporate travel card is included in this group.  Each cardholder must sign the Acknowledgement and Responsibility Form upon receipt of card.
All Corporate Travel Cardholders are required to complete the FPPC Form 700 Conflict of Interest, and the online Conflict of Interest Training prior to orientation and receiving their CTC and making authorized credit card purchases.
Upon completion and submittal of Form 700, cardholder will be contacted by the Center of Human Resources, Noelle Krueger 619/594-8323 who will provide instructions to complete the online Conflict of Interest traning.

AUTHORIZED PURCHASES 
· Lodging

· Airfare/Baggage Fees

· Vehicle Rentals/Transportation
· Fuel

· Conference Registrations

Departments may, at their option, establish “customized” limits for (1) maximum dollar limit for each purchase transaction, and (2) maximum limit per month. 
AREAS OF RESPONSIBILITY AND PROCEDURAL PROCESS
US Bank VISA
Our current contract is with US Bank VISA.  The contractor mails all CTC cards to Accounts Payable for distribution.  Cardholders will receive their CTC cards from Accounts Payable.  Accounts Payable will advise the cardholder when their card is available.  

BUSINESS AND FINANCIAL AFFAIRS

Accounts Payable administers the CTC Program and is responsible for training, coordinating, reporting, and evaluating all aspects of the program.  Accounts Payable is responsible for review and audit of purchases upon receipt of original Statement by the Cardholder or the Approving Official.  
CARDHOLDER AND DEPARTMENT CARDHOLDER
Cardholders must complete an orientation and sign an acknowledgement form prior to receiving their CTC.  Cardholder’s signature acknowledges receipt of the CTC and acceptance of the responsibility and authority being delegated to the Cardholder for its proper use.  Cardholders must be an employee of San Diego State University and authorized to expend from the accounts to which the CTC is charged as documented on their departmental Fiscal Authorization Hierarchy (FAH.).

The Cardholder/Department Cardholder is responsible for:

· Submission of FPPC Form 700 Conflict of Interest to Center for Human Resources 
· Completion of the online Conflict of Interest Training (Instructions provided by HR)
· Security of the CTC
· Appropriate use of the CTC
· Compliance with University Travel Policy and SDSU Travel Procedures and Regulations Manual and the Corporate Travel Card Program Handbook.
· Verification that account balances are adequate to cover purchases

· Review for completeness of back up documentation
· Ensuring duplicate payments do not occur
· Approving all transactions online in US Bank’s Access Online website.
· Adding comments online to transactions that include the date of travel, location and the justification for the travel. Department Cardholder also needs to include the name of the traveler
· Notifying Approving Official (AO) that the online transaction is complete so that AO can then approve the cardholders transactions online
· Submission of State of California Travel Expense Claim (TEC) with original receipts to Accounts Payable Travel Coordinator within thirty (30) days of return of trip
· Submission of monthly Statement (signed and dated by the cardholder), Transaction Detail Report to Accounts Payable within eight working days of the 1st of the month
· Resolution of refunds/cancellations with suppliers
· Submission of online Dispute in the US Bank’s Access Online website for disputed items within 60 days of purchase

· Resolution of disputes directly with US Bank
Procedural Process for Cardholder/Department Cardholder:

1.      Web Orders
The cardholder will print out from the supplier’s website, the order and receipt for the travel related purchases charged to the CTC card.  The supplier’s website receipt/invoice must include a complete description and itemization of what was purchased and prices for each.
2.
CTC Receipt/Invoice

a.
Whether the purchase transaction is made by phone, web, mail or in person, the Cardholder shall require the supplier to itemize the receipt or invoice.  If the receipt or invoice is not itemized, the Cardholder must write in required information for each line item. 
b.
Individual receipts should be taped on an 8-1/2 x 11” sheet of paper to ensure they are not lost in transit and to facilitate document scanning.  (Important Note:  Make sure not to tape over the print as it erases the information)

c.
If the Cardholder has lost receipts/invoices, please call the supplier to obtain a duplicate receipt.  If a duplicate copy cannot be obtained from the supplier, the Cardholder, with prior approval from Accounts Payable must fill out the Lost Receipt Report and attach it to the Statement.  Use the “comments” section on this form to advise of attempts to receive a duplicate copy of the receipt.
3.
Statement

At the close of each monthly billing cycle, routinely the 22nd of each month, Accounts Payable will notify all Cardholders to “approve” their transactions on the US Bank’s Access Online website. At this time each cardholder will print out the Statement and the Transaction Detail Report to submit to Accounts Payable. Original receipts are to be submitted with the Travel Expense Claim, not the Statement and Transaction Detail Report.
Note:  This process is different from the PCC requirement to submit all original receipts with the statement and Transaction Detail Report.
1)   Cardholder reviews the Statement for accuracy.

2) If an item is billed incorrectly, the Cardholder must circle the dollar amount and write “In dispute” on the Statement, in addition to Disputing the charge in the US Bank’s Access Online website.
3) Cardholder is responsible for contacting US Bank directly, not Procurement Services or Accounts Payable, regarding questionable items or disputed items, which appear as a transaction on the card statement. This contact must be as soon as it is noticed and no later than 60 days after purchase.

a) Cardholder will file an online Dispute with US Bank.  Cardholder will print out a copy of the Dispute Form and submit it with the Statement to A/P, retaining a copy for their files. 

b) A list of common reasons for dispute can be located on page 8.
4) CTC credit receipts are to be kept until the credit transaction appears in the US Bank’s Access Online website and shall be attached to the Travel Expense Claim.
5) Cardholder AND Approving Official (AO) must “approve” each transaction in Access Online within five (5) working days at the end of the monthly cycle.  When the Approving Official “approves” each transaction in Access Online, this is considered their “electronic signature”.  The Approving Official no longer needs to sign and date the Statement as long as the AO approved the transactions online. If they do not, then they should still sign and date the statement.
6) The Cardholder must sign and date the Statement prior to submitting in to Accounts Payable.  This report must be submitted with all required documentation to Accounts Payable by the 8th of the month.  Submit documentation in the following order:

· Statement

· Transaction Detail Report

Note: ALL outstanding CTC statements are to be submitted to Accounts Payable by the last working day of the fiscal year.
Important: The Cardholder is the sole authorized user of the card.  No one else is authorized to use their card.
APPROVING OFFICIAL

The Approving Official is responsible for:

· Customized card coding for limits

· Review and approval of all charges

· Ensuring that all purchases are appropriate and that no prohibited items have been purchased
· Verification that all proper documentation is attached to the Travel Expense Claim 
· Submission of cardholder Monthly Statement with sufficient detail of purchases if approval was not done online
· Confirmation of available funds

· Ensuring cardholder fulfills responsibilities

· Online approval of cardholders purchases in the US Bank’s Access Online website
· Ensuring submission of documents to Accounts Payable within three working days after receipt from cardholder

· Retrieval of CTC from Cardholders who are separating from department

· Initiation of replacement process for cards and new users

Procedural Process for Approving Official:

Reconcile Monthly Transactions within five working days after the end of the cycle (the 22nd of the month). The Approving Official shall:

1.
Review charges in the US Bank’s Access Online website to ensure that purchases are appropriate.   

2.
Approve each Cardholder transaction which is the Approving Official’s “electronic signature”


* If online approval is not completed by the deadline, then AO is required to sign and date the statement
3.
Hand carry to Accounts Payable, AD-116, to avoid loss of the original documents:

· The Statement

· Transaction Detail Report

Note: Approving Official is not allowed to use the card.
Approving Official shall not be a subordinate or peer to Cardholder.
ORDERING Corporate Travel Cards:

It is the Approving Official’s responsibility to initiate ordering travel corporate cards.


1.
Ordering  Corporate Travel Cards (CTC) - The following steps must be taken:


a.
Approving Official will complete Corporate Travel Card Request for Participation form and forward to Accounts Payable.

b.
Accounts Payable will process form and request the CTC from US Bank.

c.
Accounts Payable will notify Cardholder when the CTC is available and set up training with the Cardholder (approximately 45 minutes) prior to release of card.  All cardholders are required to complete the following prior to the CTC card being released:

1)  Form 700 (conflict of interest) and *
2)  Conflict of Interest online Training and * 

3)  Orientation 
The Approving Official is strongly encouraged to attend CTC training
*Or provide evidence of having completed for PCC program

2.
Changes to CTCs - Any changes to the CTC card – require that a new “Request for Participation” form must be filled out stating the requested changes such as:  new Approving Official, transaction limits, Oracle account string, etc.  
ERRONEOUS OR IMPROPER PURCHASES

On occasion, an erroneous or improper purchase is discovered. An unauthorized

purchase can be one of following:

• A purchase that was made for an ineligible recipient or for an ineligible good

   or service;

• A fraudulent purchase;

• A duplicate purchase;

• A purchase for services not received;

• A purchase for the incorrect amount;

• A purchase made on the same day from the same vendor to circumvent

  cardholder single transaction limits.

Unauthorized purchases consist of items that are intentionally purchased and

are outside of the cardholder’s purchasing authority.  

Upon discovery of an unauthorized purchase, the CTC may be immediately cancelled and the cardholder, approving official and approving official’s supervisor notified.

Fraudulent purchases include those made by cardholders that were unauthorized

and intended for personal use, purchases made using government charge cards or

account numbers that had been stolen or compromised, and purchases correctly

charged to the charge card but that involve potentially fraudulent activity that went

undetected.
Upon discovery of a fraudulent purchase, the CTC will be immediately cancelled and

the cardholder, approving official and approving official’s supervisor notified.
REPLACING CORPORATE TRAVEL CARDS:

Occasionally, it may be necessary to replace CTCs or obtain additional cards.  It is the Approving Official's responsibility to initiate this process.  

1.
Reporting Lost or Stolen CTCs - The following steps must be taken immediately.

a.
Cardholder contacts US Bank Customer Service at 800-344-5696

b.  
Cardholder contacts Approving Official

c.  
Approving Official immediately notifies Accounts Payable by phone at 619-594-2915 or 619-594-5246, with a follow up email to sdanner@mail.sdsu.edu or ccooper@mail.sdsu.edu 
d.
Accounts Payable contacts the bank to obtain a replacement card.  US Bank will mail replacement card to Accounts Payable within five working days of notification

e.
Accounts Payable will notify Cardholder when replacement card is available

2. 
Replacement of Worn Out/Defective Cards
a.
To replace a CTC card that is worn out or defective, Accounts Payable should be notified via email at sdanner@mail.sdsu.edu or ccooper@mail.sdsu.edu by the Approving Official
b.
The worn/defective CTC must be hand carried to Accounts Payable AD-116. DO NOT FOLD, SPINDLE, OR MUTILATE Corporate Travel CREDIT CARD. The bank will issue a new card within five days after receipt of email


c.
Accounts Payable will notify Cardholder when replacement card is available

3.
Replacement Due To Employee Turnover
a. When a Cardholder leaves the department for which he or she holds a card, Accounts Payable must be notified in writing. Notifications can be forwarded via email to sdanner@mail.sdsu.edu or ccooper@mail.sdsu.edu
b. The Cardholder must contact The Center for Human Resources to complete documentation stating they no longer have a Corporate Travel Card

c.  The Approving Official must hand carry the card to Accounts Payable, AD-116

d. Request for Participation must be completed for the new incoming employee
e. US Bank will issue a card for the incoming employee after notification by Accounts Payable.  Accounts Payable will notify Cardholder when the card is available
COMMON REASONS FOR DISPUTE

The most common reasons for dispute are described below.  If you have any questions regarding the appropriate dispute reason to use, please contact Accounts Payable at 619-594-2915.  Regulations regarding your dispute require that you notify the bank within 60 days of the date of the purchase.  Attempts should be made with the merchant to resolve the dispute before notifying the bank.  Any response received after the above-mentioned time frame may result in the bank’s inability to assist you with your dispute.  The US Bank’s Access Online website has an online Dispute form from which you can dispute a purchase.

CHECK AND COMPLETE ONE THAT BEST DESCRIBES YOUR DISPUTE AND PROVIDE ALL REQUESTED DOCUMENTATION.

1. Unauthorized Charge-Charge was not authorized by Cardholder.

2. Duplicate Processing-Cardholder has been billed more than once for the same transaction.

3. Alteration of Amount-Cardholder has been billed for the wrong amount.

4. Services not received-Cardholder has not received the services ordered.  
5. Credit not Received-Merchant was to issue credit for goods returned.  The credit has not posted to Cardholder’s account for services not rendered. 

6. Unrecognized Charge-Need invoice/receipt copy.

7. Quality of Services-Cardholder has contacted the merchant to resolve dispute about the quality of services and is still not satisfied. 

8. Other Dispute Reasons-None of the above.
9. Dispute Resolved-Cardholder has resolved dispute with the merchant.
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