
A9.17 MAINTAIN CREDIT CARD PROCEDURES
(SUPPLY AND TRAVEL)

HRSC/HRO

Appoints Activity
Program
Coordinator (APC)

APC

A. Provides training
and applications to
employees

B. Coordinates with
card vendor

Card Vendor

Supplies
reports to APC

APC

A. Reviews/reconciles reports

B. Submits letters to
employee/manager of any
misuse

C. Maintains file of reports

Employee provides
explanation to APC or
Manager regarding misuse
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