CC UPDATE


       WOODS  HOLE  OCEANOGRAPHIC  INSTITUTION

    




RECEIPT OF THE ONE CORPORATE CARD
I HEREBY ACKNOWLEDGE THE RECEIPT OF MY JP MORGAN CHASE ONE CORPORATE CARD.

ACCOUNT NUMBER:    4788   25




  (the ‘Card’)

In consideration of WHOI obtaining the Card and providing it to me, I agree to the following:

1. I understand the Card is for business related use such as transportation, meals, meetings, hotels, car rentals and small purchases up to $4999.00.  
2. I understand that JPMChase will bill me monthly for all charges made to the Card and I will be personally responsible for promptly processing payment in full with original itemized receipts or pay JPMC directly.

3. I understand that if I rent a car using the Card, I will decline the ‘collision damage waiver’ and if renting a small truck or minivan, I will accept the insurance which is reimbursable.

4. I understand that cash advances up to $2500 are available when on travel status only –. Cash advance fees will be noted on the statement and are your responsibility. ATM fees are reimbursable.

5. The Card is issued in my name.  I will not allow any other persons to use the Card.  I am considered responsible for assigning appropriate accounting of any and all charges against the Card.

6. I am responsible for reviewing transactions and reconciling my account via online access provided.
7. I will review all Card transactions reported during the statement period.  I will act on and resolve any discrepancies/disputes by contacting the merchant or the Bank.
8. I understand that my Card privileges may be suspended (over 60 days past due) or revoked (over 90 days past due) if I am delinquent in processing payment and I am personally responsible for, and I will promptly pay, any late fees that I incur due to lateness of reimbursement submissions rendering my account to become delinquent.  Late fees are assessed by the bank at 2.5% of the total account balance.

9. If the Card is lost or stolen, I will immediately notify JPMC (1-800-VISA-911) 

10. Improper use of the Card can be considered misappropriation of WHOI funds.  This may result in disciplinary action, up to and including termination of employment and agree to surrender the Card immediately upon termination of employment, whether for retirement, voluntary or involuntary reasons.
11. If WHOI issues payment to JPMC for any outstanding/delinquent amounts charged to the Card, I authorize WHOI to take such action as it deems necessary to recover the amounts it has paid (not to include open disputes) including withholding such amounts from my wages or from any other sums payable to me by WHOI.
Employee Signature: 







 Date: 




Printed name:
--One Corporate Card Limits:
- $Up to $4999.00 for a single line-item purchase.   
Splitting a cost of over $5000 is subject to card suspension.  
- 12 Transaction per day for purchases
        

- $15,000 limit per day for purchases



- $10K single transaction limit per day for air/car/hotel for travel
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ 
Fraud Dept:  888-307-2990    (To insure legitimacy of a charge, JPMC may block a suspicious transactions 




 and will request that you contact them at this tel number for transaction verification)
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     and a Buyer will assist you.
- $10K single transaction limit per day for air/car/hotel for travel
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ _ _ _ _ _ _ _ _ _ _ 

Fraud Dept:  888-307-2990    (To insure legitimacy of a charge, JPMC may block a suspicious transactions 

and will request that you contact them at this tel number for transaction verification)

Instructions for new card users

      ONE CORPORATE  CARD  GUIDELINES

- for WHOI related business use only 

- you are responsible and accountable for this account and the reconciliation of it

-only named cardholder should use the card

-Know your card limits prior to using the card

- online access is available for reviewing transactions and to reconcile your acct each month

-you are responsible for keeping your account current

-late fees of 2.5 percent of your TOTAL balance will be assessed to you after 60 days 

-cardholder is responsible for disputing a merchant charge with JPMC 

-Itemized receipts required 

-Itemized receipts must show cost and form of payment

- Cash Advances (up to $2500) are available only while on travel status – your PIN# will be needed

-Cash Advance fees will be diverted to a WHOI acct for payment (noted as a memo on your stmt)

- ATM fees are reimbursable on your expense voucher
-If renting a passenger vehicle with Visa card – decline ‘collision damage waiver’ (insurance thru JPMC see attached info) If renting a small truck or van, accept ‘collision damage’.  This is reimbursable.

-If your card is lost/stolen
          1-800-VISA-911

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

--One Corporate Card Limits:


- Up to $4999.00 for a single line-item PURCHASE.   Splitting a cost of over $5000 is subject to card suspension


- 12 Transaction per day

- $15,000 limit per day



_ _  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 


- $10K single transaction limit for airfare/car/ hotel for TRAVEL

-$50K monthly limit

Visa Customer Service:  800-VISA-911  

Fraud Dept:  888-307-2990
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