Averett University

Credit Card Policy

Averett University may, on a limited basis, make available to faculty or staff, the usage of a university credit card. This is considered a privilege by the university and not a right for any employee of the university. Therefore, the university also reserves the right to not authorize any employee who requests a university credit card or to rescind the right of usage of a university credit card at its own discretion. 

Process for Requesting an Averett University Credit Card:
1. Request for an Averett University credit card is made by completing and signing the Credit Card Request Form. 

2. The Request Form must be signed by the Vice President/Dean of your respective division, indicating only the Vice President’s/Dean’s agreement of the request (this does not constitute approval to receive a credit card). 

3. Submit the Request Form to the Business Office for consideration. 

4. The request will be given consideration relative to the criteria that is described below, regarding the need for a university credit card. 

5. A decision regarding the request will be made and the Business Office will respond to the requestor within 10 business days. 

Criteria for Requesting an Averett University Credit Card:
It is not the intent that any employee of the university will have a university credit card. As described in the employee handbooks, cash advances and reimbursements for expenses are made available to all employees for expenses incurred while on approved university business in accordance with current travel policies. In order to minimize the universities risk of misappropriation of funds and liability, providing university credit cards is to be done only on a specific basis and under strict consideration. 

The primary purpose of a university credit card is to assist employees of the university who consistently travel each academic year and employees who travel as a requirement of their employment on a frequent basis on university business. Secondary consideration will be given to employees who incur large, continuous charges to their personal credit card for university business; however, this consideration alone may not constitute reason for approval.   

Right of Usage:
The right to use an Averett University credit card can be revoked at the discretion of the Business Office. It is the intent of issuance of a university credit card that the card must be used solely for university business and not for personal usage. If the Business Office has documented personal usage of any significant nature, the right to possess a university credit card will be revoked. All purchases made on an Averett University credit card must have a prior approved Purchase Order. All travel expenses charged on an Averett University credit card must have a prior approved Travel Request. Copies of approved Purchase Orders and Travel Requests must be attached to the Credit Card Reconciliation.  The right to use a university credit card also requires submission of all receipts (not just those over the set university amount for personal credit card reimbursement). If the Credit Card Reconciliation and receipts are not properly submitted each month and received by the Business Office in a timely manner before the payment due date, the privilege of the usage of a university credit card will be revoked.  

All employees who request and receive an Averett University credit card, by their acceptance and use of the credit card, agree to Averett University’s Credit Card Policy. 

This policy may be amended by the Vice President for Administration & Finance.
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