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 PURPOSE  

The Vermont State Colleges System Credit Card policy is designed to efficiently and effectively 
manage both VSCS cash flow and authorized business-related expenses while complying with all 
other VSCS policies and regulations.  

STATEMENT OF POLICY  
This policy applies to all VSCS eligible personnel who are issued either a credit card or 
procurement card (p-card) for job-related expenses. Cards shall be issued to an individual 
employee but not to an office, department or group. The employee listed on the card has sole 
responsibility for the control and use of the card, subject to oversight and supervision by the 
VSCS. Any employee issued a p-card must use this card as the official mode of purchase for 
business-related expenses. 

I. GENERAL POLICY PROVISIONS
a. An eligible employee is an employee who is authorized by his or her immediate

supervisor to purchase supplies or services or travel on college business.
b. An eligible employee shall complete all required applications and agree to all

conditions imposed by the issuing credit card company.
c. The named cardholder is the only individual authorized to use the card for

transactions. Usage by other personnel or non-VSCS individuals is strictly prohibited.
d. If a credit card/purchasing card is to be used in conjunction with a grant then the grant

requirements, or federal Uniform Guidance, supersede this policy where in conflict
therewith.

e. Where the VSCS has approved preferred vendor contracts, card purchases must be
made from those contracted vendors.

f. The cardholder shall immediately notify the issuing credit card company, and the p-
card administrator at the Office of the Chancellor when a card is lost or stolen.
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