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PROCEDURE FOR THE INTERVENTION OF THE CORPORATE CREDIT CARD (AMEX)

American Express sends the monthly statements and other documents to our office, as the cycle closes.  Five working days from the closing date, all receipts and official documents for reconciliation should be in our office.
1. Once the global account statement from American Express arrives, we notify Pablo Acevedo the amount to be paid and he as well asks Central Administration for their approval.
2. The card holder must submit the Form CID-TC-05 for the purchase of materials, services and equipment, along with the original invoices of suppliers to certify the purchase made, on or before the 24 day of each month. Once received at our office, their stamped as received with the date information.
3. The documents are distributed among the accountants to be intervened and reconciled with the account statement sent by AMEX.
4. The Form must contain the authorized person’s signature, the project account to be used to pay and the purchase information as asked.  If any of these conditions are not followed, we contact the PI to solve the problem encountered.
5. The accountant must verify that each of the receipts match the information given in the statement of account, and that the purchase comply with all the existing procedures and norms. This step determines that the payment should proceed.  If it does not proceed, the accountant states the reason and either charge the card owner or ask American Express for an investigation, based on each case.
6. Compile all information of the cards reconciliations to make a global payment using the Disbursement Request form.  The voucher is to be sent to Pablo Acevedo to make the Wire-transfer to American Express.  All the payment information, details of the cards and amounts are to be sent by e-mail to American Express.
7. An Adjustment Journal Entry is prepared to register the expenses by project account in our financial system (UFIS).
8. Statements of Account and all supporting documentation are filed by cardholder’s name.
9. Prepare the Equipment Report for all equipment bought with AMEX, which cost is above $200.00 (two hundred USD). The report is sent to the Property Office for all equipment to be marked.
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