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LSHTM expects all card holders to treat their corporate card with the same levels of
security and responsibility as they would treat their own personal credit card. Failure to
do so will be interpreted as a breach of this policy and may result in the facility being
withdrawn.

This policy outlines the circumstances in which it would be appropriate to issue a
member of staff with a corporate credit card, the application process and the principles
to ensure the proper use of LSHTM corporate credit cards. This policy also outlines
cardholder responsibilities.

porate credit card provider is NatWest bank. This will be reviewed
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8.6 A weekly reminder is sent automatically by the Expenses Administrator advising of any
outstanding actions.
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Corporate credit cards are only to be used for official business / University purposes.
Where inappropriate expenditure occurs, the value of the expenditure may be recovered
from the cardholder

The cardholder is personally responsible and accountable for the safe keeping of the
card. Cards are to be kept secure and protected against improper use; In the event that
a card is lost or stolen, the cardholder must report the loss immediately to card provider.

The Credit Card Administrator (creditcard@Ishtm.ac.uk) is also to be advised at the
earliest opportunity

Any PIN that has been issued with the card must not be disclosed or carried with the
card

Monthly Cardholder Statements are to be reconciled within 10 days of the Statement
Date. As part of the monthly submission process the cardholder is to certify that all
charges shown are correct and were incurred for official purposes. Repeated failure to
submit monthly statements in a timely fashion may result in the corporate credit card
being cancelled

All transaction slips are to be retained and submitted by the cardholder when passing
their monthly Cardholder Statements. A scanned copy must be attached to the NatWest

Finance record. Where no documentation is available to support a particular transaction,









