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P-Card and Individual Corporate Card Guideline
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This Guideline applies to the use of P-cards and individual corporate cards in accordance with PRP 26.3.7.
This Guideline does not apply to Central Corporate Card.
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1 Card Supervisor and User Responsibilities 7 — FEEEE kR OMEHAEEL

Examples of responsibilities of card supervisors and users outlined in PRP 26.3.7.3 and 26.3.7.7 include,
but are not limited to:
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[P-card only] The P-card supervisor must assign one staff member under his or her
supervision to become the card user. The card user is the only person authorized to make
purchases using the card. The P-card supervisor can not make purchases, but he or she
reviews and approves transactions made by the assigned card user. The card supervisor is
responsible for all actions taken by the card user, including intentional and accidental misuse.
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The card supervisor must ensure that all purchases to be made with the card are allowed in
this Guideline, and approved in HEART prior to the transaction.
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® Travel-related transactions require advance approval of the Travel Request or the
relevant kessai.
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° As for expenses paid through “Immediate Payment,” there is no advance approval
process. For these expenses, make an entry and obtain approval in HEART as soon as
the charged amount is confirmed after the transaction.
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The card supervisor must certify and document the business purpose of purchases.
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1.2  Transaction Record ¥ acdk

The card supervisor and user must record all transactions in a transaction log in order to
reconcile the transactions with the relevant PO# and to monitor the delivery status.
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A copy of the monthly statement and required supporting documentations must be submitted
to staff in charge by the 13t day of the following month or the following business day if the
13% day is a non-business day.
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If the card user is not able to submit the documents due to his/her absence, the card
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supervisor must assign another staff member to complete the administrative tasks on behalf
of the card user.
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If a purchased item is not being delivered after the planned delivery date, the card supervisor
must promptly contact the supplier to solve the problem.
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Card Information Protection 77— R{FHOIR#

[P-card only] P-card user may not disclose the card information to the card supervisor.
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[P-card only] P-card information should not leave the University.
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The card supervisor and user must continually monitor the monthly statement to identify any
unauthorized transactions.
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Card Usage ¥ — FDfEH
Uses Allowed {5 JH #i [

Uses Allowed are listed in the table below.
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For P-cards, per transaction limit is 1,499,999 JPY.

P-card ® 1 iRiF &7 0 © ERRAEIT 1,499,999 1T,

Monthly spending limit will be registered to each card.
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Annual deadline for the card use is the end of January every fiscal year. No transactions in

February and March are allowed except in the case of monthly payment as indicated under

2.14.1.
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2.1.4.1 In the case of monthly payment, transactions in February and March are allowed as

an exception. Please notify Financial Management Division by the end of January of
the anticipated transaction (vendor, amount, expected transaction date, description
of the purchased service/goods).
A A OSE D 2 A KO3 AREIIHISNICRD b TWET, 20D
Ay LARBZIZSHL e, @8, IETER, AT L2 — 2o

REMBET 4 2 a SNIHERNERS LT EEN,
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Criteria
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Direct Orders
B I
(Purchase that
requires
conclusion of a
written contract
shall be
handled by
Purchase
Request.
EMmcL R
b0,
N )

Less than 1,500,000 yen
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Confirmed to be delivered by the end of fiscal year.
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Items listed below

LTI TiTED b D
(Budget Subcategory T HELH)
Non-consumable Goods &£ - fiih 2y
Consumables  VH#ESLE
Books & Journals  [XI 3%
Maintenance 45T ¢
Interpretation & Translation
Repairs {EfE#E
Goods Transportation
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® Advertisements 552
® Communication Fees {5 %
Immediate 1. Items listed below
Payment LRz TiTEDHm
BN3Z H ®  Paper submission fee
i SR B
® Conference annual membership
FRERE
® Conference & training registration fees: Allowed if not including
reception/meal expenses
T - WMESIE (BL, BESBEELZEERWGEDHED
bh5)
® Rental fees for venue/facilities
S5 ER PR
® Expenses authorized with a kessai approval
REAGRIZIE SN T A b DR
Meeting Regular meeting expense with no alcohol and no non-eligible participants
expenses involved. The expenses incur during business trip are not included.
e A TV A= VRFEBITEBEBMR D IR WBINE & & VB E O, ik
FUCRAET HEMITE £,
Travel 1. Regular travels with no personal extensions or upgrades involved (for air
expenses tickets and lodging expenses)
Jic# FHIBRWARER T v 77 L— REEERWVIBF O MR (M2
IFEREERT 256
2. Travels to be completed by the end of the fiscal year (Mar 31)
EERETIZR T T HHE
3. Travels whose itinerary is finalized
IRFRDSHERE L 72 5k
4. Items listed below
UTICHTIEEDLHD
Indv. Corp. Card
BA=z—RL— K | P-card
H—F
® Air tickets Allowed Allowed
RZE % O bD R HD
® | odging expenses Allowed if within Allowed if within
1510 % fixed allowance fixed allowance
(Only if advance payment | HUEFLL FO&%H | BUERLU T O%E
FHIE DG H D) LD R HD
® Ground transportation Allowed Allowed
expenses BHHND BOLBND
b bAZiE %
® Visarelated fees Allowed Allowed
Y EE O biD Loy ()
® Travel Insurance Allowed Allowed
HRAT PRBRE: O biID OB D
2.2 Uses Not Allowed i T& 72V iGA
Examples of Uses Not Allowed include, but are not limited to:
EATERWGEOHE LTI, LFObLOREF b ET,
Use not allowed Alternative handling
BDOONRVER i 7t
®  Uses not listed in “2.1 Uses Allowed.” Not Applicable.
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(2.1 FEHARPH | (SRS S LTV el il ik
® Personal expenses Not Applicable.
FAHY 7224 ] gl
® Business expenses including partially personal | Use personal credit card and reimburse
expenses only for business use.
—EMEAN BN E ENDRE ADZ7 vy N — REMHEHL,
EBHER OB A SRR L TL
ZEvy,
®  Purchases that are not approved in HEART at the time | Not Applicable.
of transaction =i
P T HEART THGR SN TWVRWVEH D
®  Split transactions Direct order or Purchase request
Sy EIEA without split
Sy BB A
v UHETE
® Purchases that allow payment by bank transfer Make payment via bank transfer.
FATIRIAD WREZR & However. P-card can be used for
overseas remittance even when the
option of bank transfer is available.
FUTIRIA TIRFE 21T > TS T2 SV,
2L, WNEE AT O AT,
FATIRIAD BRI A H L 5ETH
N— FEFEHTE E7,
® Periodical payment Exception: Allowed if the annual total
EHEA is less than 1,500k.
FEFEEDY 150 5RO 1358
DHEND,
®  Online auctions (e.g. Ebay), online C to C site such as | Not Applicable.
Mercari ik
A= va oL (Ebay %), A/LHY
FEOAY T A AMEANFTEY A b
® Cancellation fees and change fees incurred by | Not Applicable.
personal reasons, including mistakes KEASTT
AN BRI LD AL 72F v ek - A
Bk GREEEET)
® Transactions in February and March. Wait until April
2 ARV 3 Ao 4 HIiCikiET %
2.3 Uses that require extra caution i FIZFE LEFICIEE N LER S D

o IT devices — The IT Division places certain restriction on purchases of IT devices including

Computer etc. Please see PRP Ch17 for details.
IT Héas —

ITFS 4 EYat, ava—XED THEEOBAICE LT, —ED

HIBRZAT L CWEd, SEMIZ PRP1I7 A B LT &,

® Amazon marketplace — Use of Amazon marketplace is not recommended due to the risk of

non-delivery.

TS o=y NV AT~ —ry LA ZAOFRITIRMNY 27

DEWTe ORI L E R A,
° Travel expenses ik &e

- Partially personal transactions should not be made with the card, such as hotel charges
that include room services or personal stays, fares of upgraded transportation, and

transportation to/from hotel in Japan.

—EEANEHy 2 EREIII ) — R TE EE A, FrZ, L—LH—
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- When the lodging is paid with the card, please carefully process the travel expense
reimbursement for the traveler not to claim the lodging allowance.

EIAF &2 — N CSHA - T2 BRITIE, IR ~OFRE R R ALBERR VA E 23X
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- When the airfare is paid with the card, submission of boarding passes is required.
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B — FEMEH U TZESR 2B LB, R R ORI 42
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- P-cards can not be used with hotels and airlines that require you to show the card upon
check-in.
F oy A VR — RIRRZRD DR T oM ZESEA~DSHANITIE P-
card IIfEHTE EH A,

Misuse of Cards b — RARIEfEH

Examples of the misuse of cards (PRP 26.3.7.8) include, but not limited to:
B — FARIEMA (PRP26.3.7.8 %) Ofil& LT, LLFObOREFLNET,
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Uses not authorized in “2.1 Uses Allowed”
1M TROLNTND bDOLS~DREH
Failure of timely and proper reconciliation with a PO# and submission of necessary documents
1EfE7: PO % 5 & OMRE K O EEFHRH A BIRNIZAT O R WG E
To order item or service which will not be delivered by the end of the fiscal year
R E TS SNV BB 2 RIET 52 &
Usage without HEART approval at the time of transaction
PRPRE IS C HEART 7KGE S LTV W&
Uses by a person other than the designated card user
A — R LA & D H]
Usage that exceeds the budget
TR O 2 A 2 -
Uses that do not follow this Guideline or related PRPs
ZDOMARITA BT A BT 5 PRP IZIEDRWEE

Related information EEHE{EH

Visit DFM website for the following information at https://groups.oist.jp/dfa/p-card-corporate-cards
PLFIZOWTIE DIM B FZ2 &8 L T< 72 &0, https:/groups.oist.jp/ja/dfa/p-card-corporate-cards

Workflow V—7 7w —

List of required documents &1 E5H— &

Q&A

Transaction Log template 7 %7 v 3 v a 7§



