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Purpose
The following guidelines govern the use of Foundation funds within Chambers College, in addition to Foundation and University policies. These controls are intended to ensure that all expenditures comply with donor intent, institutional policies, and sound stewardship of donor resources.

General Principles
· Donor intent will always be honored when determining how Foundation funds are used within the College.
· Foundation funds must support the mission and activities of West Virginia University and Chambers College.

Procurement Card Access
· Foundation procurement cards will be issued only to members of the Chambers College administrative team.
· Cardholders are responsible for remaining current on all required training and applicable spending guidelines, including restrictions related to specific funds.

Approval Requirements
· Prior approval is required for all purchases.
· Purchases must be reviewed to ensure compliance with donor intent, institutional policies, and the stated purpose of the fund prior to the expenditure being made.

Required Documentation
· Each transaction must include the following documentation:
· A WVU-related business purpose clearly describing how the expense supports University activities and aligns with the purpose of the fund and donor intent.
· An itemized receipt showing the full detail of the purchase.

Hospitality Expenses
All hospitality-related expenses must include documentation of:
· Date and location of the event
· University-related business purpose
· Names and institutional affiliation or relationship of individuals in attendance

Travel
· All travel must comply with the state Travel Manual, regardless of the source of funding.
· This requirement applies to all travel funded through Foundation accounts.

Software Purchases
· All software purchases must be procured through approved State purchasing channels.
· These expenses may be funded through the backbill process when appropriate.
Prohibited Uses
· Personal expenses or expenses that do not directly support University activities are not permitted.
Oversight and Compliance
· All Foundation expenses will be reviewed by the Chambers College Business Office for compliance with donor intent and institutional policies.
· Questionable or incomplete transactions will be addressed with the purchaser and resolved prior to final processing.
Audit Review
· A selection of Foundation transactions will be reviewed periodically to ensure continued compliance with these guidelines.



