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1. Introduction

According to the Swedish National Debt Office, rules for corporate cards at the authority must
contain restrictions and limitations with the aim of minimizing risks and increasing security in the
handling of the authority’s corporate cards.

Acquisition and use of corporate cards at Luled University of Technology must be done
according to the following rules.

2. Corporate cards at Luled University of Technology

The corporate cards at Luled University of Technology should be used restrictively and to a limit
extent. The corporate cards may not be used for private use. The cards may only be used for
purchases on behalf of the University and for purchases where the supplier cannot send a regular
invoice.

All purchases to the University must be made in accordance with the policy document Rules for
Purchases and primarily from suppliers which the University has a framework agreement with.
When booking business trips (including flight, train and bus tickets, hotel rooms, rental cars etc.)
the booking must always be made through the travel agency which the University has an
agreement with.

2.1Corporate cards where the University is responsible for payment

The University has two types of virtual cards where the University receives the invoices from the
card provider and has the ultimate responsibility for payment:

e Purchasing Account
e Single Use Account

Each department/VSS at Lulea University of Technology could apply for a corporate card where
the University is responsible for payment. Access to these cards and authorization to administer
the cards is only permitted when necessary and to a limited extent.

211 Use
e The corporate cards may only be used for purchases on behalf of the
University.

e The cards are blocked for use in physical stores and can only be used for
purchases via the Internet, e.g. when paying conference fees, licenses etc.,
where the supplier cannot send a regular invoice to the University.
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e Payment via corporate cards usually involves prepayment. The card should
therefore not be used for orders over SEK 50,000. Exercise caution and remember
to only make purchases from reputable companies.

2.1.2 Application

The application for a new card and/or authorization for a new administrator is made by the person
responsible at the Accounting and Financial Control unit. Before the application is sent to the
card provider, the application must be approved and signed by an authorized signatory. New
cards are signed off at Accounting and Financial Control unit by the Head of Department.

2.1.3 Accounting and responsibility

e Card details and login details must be stored in a secure manner. Loss, suspected
misuse or other incident regarding the card must be reported immediately to the
card provider and the Accounting and Financial Control unit for further handling.

e The Head of Department/Head of VSS is financially responsible for the
transactions made with the corporate card, and the person concerned may be
personally liable for payments made in violation of applicable rules.

e For the invoice from the card company to constitute an approved accounting basis,
documentation/receipts of completed orders/payments are always required. The
documents are scanned and attached as an appendix to the invoice in the financial
system.

e The Accounting and Financial Control unit is responsible for ensuring that
follow-up and internal control are carried out annually to ensure that the
corporate cards are used in accordance with applicable rules.

2.1.4 Atthe end of employment by an authorized administrator

In the event of termination of employment or change of duties, the person responsible at the
Accounting and Financial Control unit must be notified. Existing authorization is terminated and
a new authorization is applied for the replacement.
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2.2Corporate card with individual invoicing

Employees at Lulea University of Technology who makes business trips abroad can apply for a
corporate card with individual invoicing for any expenses in connection with business trips.
Invoices for completed purchases are sent directly to the cardholder, who is responsible for
paying the invoices on time.

Expenses are handled in the Personnel Administration System, in accordance with the
University’s rules for travel.

2.21 Use

e The cards may only be used for expenses in connection with business trips
abroad. Business trips within Sweden are booked through the travel agency
which the University has an agreement with and invoiced directly to Lulea
University of Technology. Private use of the card is not permitted.

¢ In case of non-payment despite reminders, the card will be blocked. If
payment is not made, the University is ultimately responsible for payment
towards the card provider. The cost will then be charged to the cardholder’s
department/project. If the expenses cannot be substantiated with correct
documentation and receipts, the University reserves the right to issue and
invoice to the cardholder of the amount.

e The card holder is responsible for ensuring that the card and associated PIN
code are stored in a secure manner Loss, suspected misuse or other incident
regarding the card must immediately be reported to the card provider and
the Accounting and Finance Control unit at Lulea University of Technology.

2.2.2 Application

The application for a new card must be made well in advance of the planned business trip. Prior
to the application, an agreement must be signed by the card holder and their immediate manager.
By signing the agreement, the cardholder confirms that they have read the information and are
aware of the University’s rules for the card. The agreement must also be registered in the
University’s Record Management System by the department. The signed agreement is sent to the
person responsible at the Accounting and Finance Control unit, who completes the application.

2.2.3 At the end of an employment

Upon termination of employment, the card must be terminated immediately by an authorized card
administrator at each department/VSS.
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