ANR PROCEDURE FOR UC DAVIS PURCHASING CARDS
February 2006
This is issued as a supplement to the UC Davis Policy and Procedures Manual Section 350-22 Purchasing Cards and the UC Davis Purchasing Card website at http://purchasingcard.ucdavis.edu/ to provide additional detail and guidance for the use of purchasing cards by UCCE Cooperative Extension County Offices.

PURCHASING CARD PROGRAM

The purchasing card is a VISA corporate purchasing card issued by US Bank.  Though it resembles and works like a personal bank card, there are significant differences: 1) it is a charge or corporate purchasing card and not a credit card, 2) full liability rests with the University for immediate payment to the bank for all transactions, 3) it is assigned by the bank to the employee but it is issued in the name of and on behalf of the University of California.  (This UC VISA Purchasing Card is NOT to be confused with the UC VISA Corporate Travel Card.)

The benefits of using the purchasing card are:

· accepted by suppliers
who accept VISA credit cards

· built-in controls for certain restricted purchases

· automatically records all purchases/payments to DaFIS account ledger

· vendors paid by bank within 48-72 hours

· reduces employee out of pocket reimbursement requests
ROLES AND RESPONSIBILITIES
UC Davis has provided detailed roles and responsibilities involving the use of the card and the management of the purchasing card program to provide clear separation of duties and maintain appropriate internal controls. 

Cardholder – While full liability rests with the University for immediate payment, the Cardholder named on the card is responsible for all purchases.  Intentional misuse/abuse of the purchasing card will result in immediate revocation of privileges and may include further disciplinary action up to and including termination of employment and/or prosecution.  The Cardholder
may also be financially liable for unauthorized purchases. 
Cardholders are required to:

· be a University employee or an approved ANR affiliate with a business need for a purchasing card

· have a UCD login ID and Kerberos password

· complete on-line purchasing card training prior to applying for a card

· complete annual refresher purchasing card training 
· have a working knowledge of University purchasing policies and procedures

· safeguard the card and the account number as confidential information

· maintain a log of their purchases using the card and reconcile the log to the monthly account statement

· ensure that the card and/or account number is not shared with or used by any other person

· ensure that the card is not used for travel, entertainment, registration fees, or personal purchases
· ensure that itemized and priced detail is provided by the vendor at the time of purchase

· immediately notify US Bank, the County Director, and BOC-Kearney of lost or stolen cards and any fraudulent charges 

Supervisory Reviewer – The role of the Supervisory Reviewer is to review all documentation of the purchase as provided by the cardholder to ensure that the expenditure is appropriate, both in general terms and with regard to the specific fund used and  that there is evidence that the goods have been received.  The Supervisory Reviewer is expected to identify and correct questionable or unacceptable purchasing card expenditures and to recommend or take any corrective action needed.  The Supervisory Reviewer may not be subordinate to the Cardholder.
Supervisory Reviewers are required to:

· be a University employee with a UCD login ID and Kerberos password

· complete on-line purchasing card training prior to the completion of the cardholder’s application process

· complete annual refresher purchasing card training 

· have a working knowledge of University purchasing policies and procedures

· safeguard the card and the account number as confidential information

· review, sign and date all transactions done by cardholder/receiver
· fax details of each transaction to the BOC-K within 3 business days of receiving the documentation from the Cardholder or Receiver
Receiver – The role of Receiver is to review the list of items ordered against the goods actually received.  If all items are received in good order, the receiver will sign and date the packing list or other itemized documentation of the transactions and forward the documents to the Supervisory Reviewer within 1 business day of receipt of goods.  In UCCE Offices, the Receiver could be a county-paid employee.  The best practice is to have the Receiver be a third party – not the Cardholder or the Supervisory Reviewer.  In very small departments or where this separation is not possible, the Cardholder may act as the Receiver.
Receivers are required to:

· safeguard the account number as confidential information

· carefully review the goods received to confirm that the orders have been correctly & completely filled
· sign and date the packing slip or other itemized documentation
· provide documentation to the Supervisory Reviewer within 1 business day of the receipt of goods

DaFIS FPD Reviewer and Account Manager – These two roles are filled by staff in the BOC-K.  Depending on office organization, these roles may be filled by 2 separate individuals or by one person.  All purchasing card transactions are electronically transmitted to the University by US Bank and payment of the activity is automatic – no action is required on the part of the department using the card.  The Feed Payment Document (FPD) is created by the University Accounts/Payable unit from information electronically supplied by US Bank for each purchase made using the purchasing card.  The FPD is electronically delivered to the DaFIS Transaction Processing Inbox of the FPD Reviewer or the Account Manager within 5 business days of the purchasing card transaction.  
FPD Reviewers/Account Managers are required to:

· review purchase documentation provided by the Supervisory Reviewer by fax

· ensure that information in FPD document matches the purchase documentation, correcting account number from the default account to the account that should be charged for purchase if necessary

· ensure that sales tax has been correctly applied

· work with Cardholder and Supervisory Reviewer to resolve any discrepancies


Ledger Reviewer – The role of the ledger reviewer is to specifically review the purchasing card transactions for appropriateness and accuracy and to assure that the purchase was not also submitted for payment through DaFIS.  (Some vendors will submit invoices that look identical to those received as a result of a Departmental Purchase Order.  It will require careful review of these invoices and careful recordkeeping to avoid duplicate payments.)  The review of purchasing card transactions maybe be included with the regular monthly ledger review or maybe a separate review process.  If handled separately, please maintain documentation of the purchasing card review with the regular ledger review documentation.
UCD PURCHASING CARD APPLICATION PROCESS
· Decide how the roles listed above will be handled by those involved in the use of the purchasing card
· Confirm that the Cardholder and Supervisory Reviewer have UCD Login IDs and Kerberos passwords.  (If you need assistance with a UCD Login ID or Kerberos password, contact Claudia Myers – Communication Services Information Technology Manager - at 530-297-4444 or camyers@ucdavis.edu.)

· Complete Request for UC Davis Purchasing Card form and fax to BOC-K Director.  The BOC-K will fax back the completed Request signed by the Director.  (For ANR approved affiliates, the request will also be reviewed and approved by the UCD Associate Vice Chancellor-Finance.) The Cardholder and Supervisory Reviewer may then begin the on-line training process:
· Cardholders – go to http://purchasingcard.ucdavis.edu/ select Purchasing Card Training and complete the Purchasing Cardholder Training Section
· Supervisory Reviewers – go to http://purchasingcard.ucdavis.edu/, select Purchasing Card Training and complete both Purchasing Cardholder Training and Purchasing Card Reviewer Training

· Once the training is completed by Cardholder and the Supervisory Reviewer, the Cardholder completes the application process at http://purchasingcard.ucdavis.edu/, selecting Application – Cardholder Section.  Cardholders will need their UCD Login ID, Kerberos password, and their Supervisory Reviewer’s UCD Login ID to complete the application.
· Once completed, the system assigns a unique number to the application (PC0000XXXX) and prompts the user to print the Cardholder Agreement Form.  It is the responsibility of the applicant to review, sign, and obtain other required other signatures on the agreement form.
· Applicant must provide a copy of the Cardholder Agreement Form to the selected Supervisory Reviewer and the County Director.
· Applicant must provide a faxed copy of the Cardholder Agreement Form to BOC-K to allow the BOC-K to complete the next step of the UCD application process.
The completed application will be forwarded to the UC Davis Purchasing Card Administrator for submission to US Bank.  US Bank requires 7-10 working days to process the application.  US Bank will send the requested Purchasing Card to the UC Davis Purchasing Card Administrator.  The Purchasing Card Administrator will contact the Cardholder to arrange for delivery of the card.

MANAGING PURCHASING CARD ACTIVITY

Authorized Purchasing Card Uses – Cardholders may use the Purchasing Card to make routine low-value purchases up to the authorized pre-set spending limits.  The Purchasing Card may be used for non-inventorial supply items, items available under University supply agreements, published materials, utilities, and courier services.
Items that are EXCLUDED from procurement by Purchasing Card are:
Excluded from Purchasing Card
Inventorial Equipment

Personnel services – independent consultants or independent contractors

Firearms/ammunition
Charters (land, air, sea)

Rental of real property

Computer software requiring signed license agreements

Equipment maintenance requiring signed agreements

On-site services

Rental of equipment longer than 31 days

Furniture

Alcohol

Food items (there is an exception for food purchased for demonstration – contact BOC-K for details)

Cash Advances

Repair Orders

Classes/seminar/workshop/conference registration fee (use UCD Corporate VISA for travel)

Stamps

All travel or entertainment expenses (use UCD Corporate VISA for travel/entertainment


Any personal purchase
Intentional misuse/abuse of the purchasing card will result in immediate revocation of privileges by the UCD Purchasing Card Administrator and may include further disciplinary action up to and including termination of employment and/or prosecution.  The Cardholder may also be financially liable for unauthorized purchases. 

Source Documentation - The source documentation from the vendor must provide the cardholder, receiver, supervisory reviewer, ledger review and  BOC-K staff sufficient detail to allow verification of receipt of good and verification of all expenditures recorded.  

For purchases made in person, an itemized credit card slip or cash register receipt signed by the cardholder is adequate.  If the merchandise is not itemized on the signed receipt, the cardholder must request an itemized receipt at the time of purchase.
For mail, telephone or internet orders, a document created when the order was placed such as a printed, faxed or emailed order confirmation) or a document that accompanies the shipment of items (such as a packing list, vendor invoice or vendor acknowledgment) that  lists items purchased and pricing is adequate.

Purchasing Cycle from Order Placement to Ledger Review

· Cardholder (after obtaining approval) initiates order via phone, fax, internet or in person and provides documentation to Receiver. Cardholder maintains log of all purchasing card transactions.
· Receiver reviews goods received and if OK – signs and dates receipt/packing slip/invoice and provides documentation to Supervisory Reviewer within 1 business day.

· Supervisory Reviewer reviews documentation to ensure that the expenditure is appropriate, both in general terms and with regard to the specific fund used and that there is evidence that the goods have been received.  Supervisory Reviewer faxes documentation (with fax cover provided or as directed by BOC-K) to the FPD Reviewer/Account Manager in the BOC-K within 3 business days.  Original documents are returned to Cardholder to be used in reconciliation process.
· FPD Reviewer/Account Manager matches the documentation provided by to the FPD document making any required accounting changes.

· End of Month Activities:
· At the close of each monthly period for University ledgers, the ledger reviewer will review each Purchasing Card transaction appearing on that month’s ledger to ensure the recording is accurate and there are no duplicated payments.  Evidence of this review should be maintained with regular ledger review certification.

· It is the Cardholder’s responsibility to reconcile their monthly US Bank Statement for their purchasing card.  Cardholder matches the transactions listed on the statement with the transactions listed on their purchasing log noting on the log the statement date of each transaction. 
· It is the Cardholder’s responsibility to ensure that the original documentation for each transaction listed on the statement is stapled to the statement and sent to the BOC-K by the 20th of the following month.  If individual receipts are smaller than 8.5 x 11, please tape to 8.5 x 11 sheets.  Please ensure that the card number is blanked-out from the statement and all transaction documentation before mailing.  Copies should be maintained in the County Office for reference.
Card Maintenance - Cards are issued for 24 months.  US Bank will issue replacement cards to the Cardholder automatically via the UCD Purchasing Card Administrator as long as the Cardholder and Supervisory Reviewer have completed refresher training within the last 12 months.  
The Purchasing Card remains the property of US Bank.  It may not be transferred to, assigned to, or used by anyone other that the designated Cardholder – NO EXCEPTIONS. The Purchasing Card Administrator or the Department Head (County Director/BOC-K Director) may cancel the Cardholder privileges at any time for any reason.  The Purchasing Card must be canceled when the Cardholder transfers to another Department or leaves the University.  The County Director/Supervisory Reviewer must immediately notify the BOC-K Director when a Cardholder transfers or leaves the University. 

Disputed Transactions – Every effort should be made to resolve any disputes directly with the merchant.  If this is not possible, the Cardholder may contact the US Bank Customer Service Department at 800 344-5696 for assistance.  The Cardholder should SIMULTANEOUSLY complete the US Bank Dispute Form at http://purchasingcard.ucdavis.edu/, (select Fraudulent or Dispute Charges) and notify the BOC-K of the dispute.  
Lost or Stolen Cards – Lost or stolen cards must be immediately reported to the US Bank Customer Service Department at 800 344-5696, the County Director, and the BOC-K.  The BOC-K is required to notify the UC Davis Purchasing Card Administrator.  US Bank will immediately block the account to stop further transactions from occurring.  
Fraudulent Charges – Fraudulent charges must be reported by the Cardholder immediately (within 30 days to avoid liability) by contacting US Bank Customer Service Department at 800 344-5696 and notifying the BOC-K.  The Cardholder should also complete the US Bank Dispute Form at  http://purchasingcard.ucdavis.edu/, then select Fraudulent or Dispute Charges.
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