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Introduction and Overview

Welcome to the Brownsburg Community School Corporations Pro-Card Program!  The Pro-Card is a simplified and cost-effective method of purchasing and remitting payment for expenditures within established spending guidelines.  

The Pro-Card provides an easy to use process perfectly suited for small dollar and repetitive purchases.  A Pro-Card is much like a credit card and is widely accepted.  In the continuing effort to improve service to our district staff, this is one more opportunity to achieve that goal.

This manual provides the guidelines under which you may utilize your Pro-Card.  Please read it carefully.  Training will be provided to ensure each user understands the program.
Participants in the Pilot Program

The following positions/areas may participate in the pilot program:

· Superintendent
· Business Manager
· Assistant Business Manager
· Deputy Treasurer
· Building Principals
· Facility Services
· Transportation
Issuance of Cards

All participants must complete a simple Pro-Card Application Form (appendix A).  After the application is approved, the Assistant Business Manager will notify the participant and send a copy of the Pro-Card Manual.  Participants must read this manual and attend a training session prior to the issuance of the Pro-card.  After the training, the Assistant Business Manager will issue the card and obtain signatures on the Terms of Revocation Form (appendix B) and Pro-Card Receipt Acknowledgement Form (appendix C).  Please contact the Assistant Business Manager at extension 1947 if you have any questions about enrollment and use of the card.  

When you receive your Pro-Card, sign the back of the card and always keep it in a safe place.  Although the card may be issued in your name, it is the property of Brownsburg Community Schools and is only to be used for purchases as defined in this manual.

Acceptable Uses of the Pro-Card
The Pro-Card may be used at any merchant that accepts MasterCard credit cards.  When making a purchase, ask if there are discounts that might apply.  Businesses often extend educational discounts to school corporations.

Generally, the card may be used for routine purchases you make for corporation business.  Some examples include certain travel expenses, supplies, books (not textbooks), repair parts, and repair services.  It would be impractical to try and list all the allowable uses.  Instead, the list below of the unacceptable uses should guide your purchases. 

Unacceptable Uses of the Pro-Card
Items that can be purchased with corporation funds (following purchasing guidelines), but not with the Pro-Card:
· Payments to individuals 
· Gasoline (except by Transportation personnel on approved trips)
· Computers and peripherals (except by Technology Dept)
· Printers (except by Technology Dept)

· Audio/Visual equipment (except by Technology Dept)
· Software (except by Technology Dept)
· Custodial maintenance equipment (floor scrubbers, vacuums, etc...)

· Lawn equipment

· Furniture and Appliances (except by Business Office)
· Classroom textbooks

· Musical instruments

· Handheld radios 

· Airline tickets (except as approved by Business Office) 

· Services available through BCSC (M&O repairs, truck move requests, etc...)

Items that can’t be purchased with corporation funds or the Pro-Card: 

· Personal purchases 

· Copier supplies (toner and staples are included in the copier contract)

· Gift certificates 

· Alcoholic beverages and tobacco

· Sales tax

· Individual memberships

· Personal clothing

· Gifts and seasonal greeting cards

· Flowers (except for graduation decorations and items approved by the Business Office)
· Office decorations for personal offices

· Purchases from multi-level marketing companies (Tupperware, Amway, Discover Toys, etc.)  

· Cash advances or ATM’s

· Splitting transactions to exceed your card’s established per transaction limits (see program restriction section below) 

· Purchase made by someone other than the cardholder (unless authorized in writing)
The above lists are not intended to be all inclusive.  If you have specific questions, please call the Purchasing Department for assistance.

Travel Expenses

The Pro-Card may be used for certain travel expenses.  Please refer to the Guidelines for Travel Approval and Reimbursement for guidance on allowed travel expenses.  If expenses for others are paid (according to allowances below), in order to avoid duplicate payment, the Pro-Card holder must review, initial and submit all Travel Expense Vouchers for those whose expenses were paid.  The person whose expenses were paid on his/her behalf should note so on his/her Travel Expense Voucher - dollar amounts are not necessary. 

Hotels

The Pro-Card may be used to pay for the cardholder’s hotel room as well as others traveling on same trip that don’t have a Pro-Card.  No personal expenses charged to the hotel room may be paid with the Pro-Card.  All personal expenses must be paid with a personal credit card or personal funds at check-out.  

Meals

Employees must submit itemized receipts for meals purchased while in travel status.  If a large group is traveling together on a trip, one cardholder should be responsible for all meals.  Please observe policy that limits tipping to 20%.  

For restaurants located in hotels, meals must be paid separately at purchase and not charged to the hotel bill.  As always, a detailed receipt of each meal is required.

If alcohol is purchased as part of a meal, it must be paid with personal funds and not charged to the Pro-Card.   

Airline Tickets

The Pro-Card should not be used to purchase airline tickets.  Airline tickets are acquired through the business office and charged to the appropriate budget account.  

Rental Cars

Rental cars should only be used on the rare occasion when other methods of travel are not available or cost effective.  If approved, car rental should be arranged by the Business Office.  Gasoline may be purchased with the Pro-Card for business purposes only for car rentals and not for personal vehicles.  
Conference Registrations

Upon travel authorization, the Pro-Card may be used to pay for the cardholder’s registration as well as for others traveling on the same trip that don’t have a Pro-Card.  Entertainment, memberships, and other non-business expenses offered at an additional cost are not to be charged on the Pro-Card and must be paid with personal funds.

If the Pro-Card is used, a copy of the approved Professional Leave/Absence Permission Request form must be submitted with the Pro-Card receipts.

Individual Responsibility for Pro-Card

The cardholder is responsible for the security of his/her card and any transactions they make while using the card.  If the Pro-Card is used to make unacceptable purchases as defined on page 4 by someone other than the cardholder, the user of the card will be held personally responsible for the transaction.  The cardholder must report such misuse by completing a Pro-Card Usage Correction Form (appendix D).

Unacceptable purchases also include transactions that exceed the unit’s available budget and a Pro-Card Usage Correction Form must be completed.  The unit head will be responsible for immediately finding another appropriate corporation budget.  If unsuccessful in finding alternative funding, the department head will be personally responsible for the transactions in excess of the budget. 

The cardholder is also responsible for the timely submission of documents required for reconciliation and payment.

Inappropriate and irresponsible card usage will be reported to the appropriate levels of management for use in employee evaluations.  In addition, the card may be revoked.

Program Restrictions
Control limits will be established by the Business Manager and Assistant Business Manager.  The limits will vary according to the budget and buying needs of the unit.  The department head may provide input on control limits.
The Assistant Business Manager and Deputy Treasurer have the ability to program each card so purchases from certain businesses will not be accepted.  This will automatically be done for businesses that generally provide services or commodities not allowed by BCSC.

Additional “controls” can be put in place to clearly define the individual or unit purchasing limitations.  The controls are various combinations of:

· Maximum dollar limit per transaction

· Number of transactions per day

· Monthly cardholder dollar limit 

· Monthly dollar limit for site/unit

· Merchant Category Code (MCC)

The Merchant Category Code is a four digit classification code used in the authorization and settlement systems to identify the type of merchant.  The MCC is commonly known as Standard Industrial Code (SIC).  Depending on the cardholder, certain MCC’s will be blocked and unavailable.

Transactions falling outside the assigned controls are designed to be declined at the point of sale.  If a transaction is declined by a merchant, contact the Deputy Treasurer at (317) 852-5726 extension 1986.  The established Pro-Card limitations will be reviewed and an adjustment may be made to accept the transaction.  

Request for control changes should be submitted to the Assistant Business Manager using the Pro-Card Account Change Form (appendix E).

Reconciliation and Payment
All Pro-Card charges are included on one central invoice that is paid by the Business Office each month.  Prior to the payment of the invoice, the Business Office must receive supporting documentation from all Pro-Card users no later than the 15th of the month.

Itemized receipts must be retained for all purchases.  For purchases via phone or mail, require the merchant to include a receipt with the goods when the product is shipped.  If that is not possible, a packing slip must be retained to document the purchase.

Every use of the card must be recorded on a Pro-Card Usage Log (appendix F).  Soon after each card transaction, receipts should be recorded on the log and placed in the envelope in date order. This log will assist the cardholder and designated department secretary reconcile receipts to the monthly statement. 

Each month, the cardholder or designee will receive an email that a statement is available for review and printing on the Pro-Card website.  This will include transactions made with the Pro-Card during the previous billing cycle ending on the 5th of each month.  This statement must be reconciled each month with receipts for accuracy.  Use the Pro-Card Usage Log to prove the reconciliation.

A person in each unit will be assigned the task of reviewing all transactions (payments or credits) of the Pro-Card holder and assigning an account number via the internet.  The reviewer will have access to the cardholder transactions using the Pro-Card website (bmodetailsonline.com).  All transactions must be assigned an account number by the 15th of the month.  The transactions will then be charged to the BCSC general ledger by the end of the month.  It is critical that all deadlines be met.

Each Pro-Card Usage Log envelope must be received in the Business Office for processing by the 15th of the month.  The envelope must contain (a) all receipts (in date order), (b) a copy of the statement, (c) copies of Professional Leave/Absence Permission Request forms if travel receipts are included, and (d) an Accounts Payable Voucher signed by the department head.  The Accounts Payable Voucher only needs the payee name (Harris Bank), total amount, date, and department head signature completed to satisfy audit requirements.  If the volume of transactions requires a second log, enclose a 2nd log sheet in the envelope or use another envelope.

If an itemized receipt or packing slip was not received, contact the supplier to obtain one.  If efforts were made to obtain a receipt without success, attach an explanation or note in the envelope.

On occasion, an error requiring a credit may be found on a statement.  BCSC is responsible for paying the full amount billed on the current cycle.  If a credit is anticipated in the following cycle, do not attempt to reduce the current month’s statement and Accounts Payable Voucher for the credit.  The credit will be processed with the next billing cycle. 

If the required documentation is inadequate or late in arriving to the Business Office, the cardholder’s status as a participant may be reviewed by the appropriate levels of management.  The cardholder’s account may be suspended until an adequate resolution is achieved.  

Key Dates

5th
The Pro-Card monthly statement cycle ends on the 5th of the month.

15th
The 15th is the due date for the receipt of required cardholder documentation in the Business Office.  Prior to the submission, the online approval of transactions and the assignment of account numbers must be complete.

26th
The corporate-wide invoice must be paid by the Business Office.

30th
The Pro-Card transactions will be posted in the Accounting System.
Resolution of Errors and Disputes

There may be an occasion when items are found on the monthly cardholder statement that does not correlate with retained receipts or the Pro-Card Usage Log.  Reconciliation of the monthly statement is very important to determine the validity and accuracy of each transaction.

Disputes as a result of errors (multiple posting, altered amounts, credit posted as debits, etc.), should be communicated immediately to the Deputy Treasurer at (317) 852-5726 extension 1986.  The Pro-Card holder should complete the Pro-Card Cardholder Dispute Form (appendix G) and send it to the Deputy Treasurer for resolution with Harris Bank.

For issues concerning product not received or quality of goods, begin by dealing directly with the merchant to attempt resolution and also notify the Deputy Treasurer by submitting a Pro-Card Cardholder Dispute Form.  If the issue is resolved with the merchant, notify the Business Office that the matter is resolved.  However, if agreement can’t be reached, the Business Office will initiate an investigation with Harris Bank.  It is important to report these disputes immediately.

Disputes are frequently resolved within the same billing cycle or in the following billing cycle, but timing is dependent upon merchant response times.  MasterCard does have policies to encourage quick response by the merchant.

Lost or Stolen Cards

The Pro-Card is the property of Brownsburg Community Schools and should be secured just as a personal credit card.  If the card is lost or stolen contact the Harris Bank customer service number (1-800-361-3361) immediately, and then notify the Assistant Business Manager.  Upon notifying Harris Bank, the card will be deactivated.  If the card is reported lost or stolen and is later used, it will be declined by the Merchant.  Prompt action in these circumstances is very important to avoid fraud.

A replacement card with a new account number will be ordered by the Business Office.
Cancellation, Changes, Renewals

When an employee’s employment ends or when a card needs canceled, the Pro-Card should be cut in half and hand delivered to the Business Office.  The department head of the cardholder must notify the Assistant Business Manager of any cardholder employment changes immediately. The Business Office will acknowledge the return of the card in writing to the cardholder and department head.

The Business Office maintains a record of all the Pro-Card holders.  If changes in the limits or other elements are required, send a Pro-Card Account Change form (appendix E) to the Assistant Business Manager.

A renewal Pro-Card will automatically be mailed to the Business Office in advance of the Pro-Card expiration date, and the cardholder will be notified.   Employees will have to personally pick up their card and sign for its receipt in the Business Office.

Sales Tax

Purchases of items by public schools are generally exempt from sales tax.  The exemption applies to the public school, and may not be applied to personal purchases.  Merchants are usually required by tax authorities to include sales tax at the time goods are purchased.  The amount is dependent on a variety of factors, including the state and city where the purchase is made.

It is the cardholder’s responsibility to notify the merchant that BCSC is tax exempt.  The tax exempt number is printed on the Pro-Card and a copy of the Brownsburg Community Schools’ tax exempt form is included in the manual (appendix H).  If sales tax is charged, it will be the personal responsibility of the Pro-Card holder to reimburse BCSC.  Exceptions would be sales tax charged for meals and hotels.

Summary
The BCSC Pro-Card Program is an opportunity to expedite the purchasing process at the school level.  The Pro-Card is a program in progress which will continue to evolve and transform as it best fits the district’s needs.  

If employees not participating in the pilot program ask about the Pro-Card, inform them that we are testing the program and plan to make it available to more employees in the future.

Should you have additional questions, please contact the Assistant Business Manager or Deputy Treasurer.

Appendix A

Brownsburg Community School Corporation
Pro-Card Application Form

(to be completed by Department Head)

Applicant Information

Applicant’s Name __________________________________
Title ___________________

Department Name __________________________________

Office Phone Number __________________   Personal Phone Number ___________________   
Applicant’s Signature ________________________________
Describe Use of Card

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Submission Approval

Department Head Name ______________________   Signature_________________________
Please forward this application to the Assistant Business Manager for processing.

For Pro-Card Administrator to Complete

____
Application is denied for the following reason: _________________________________


______________________________________________________________________

____
Application is approved with the following limits.

Maximum dollar limit per transaction
_________________

Maximum transactions per day 
_________________
Monthly cardholder dollar limit 
_________________
Assistant Business Manager’s Signature ________________________
 Date ____________
Business Manager’s Signature _____________________________   Date ________________

Copy:
Card Applicant


Supervising Administrator


Business Office (Business Manager, Deputy Treasurer, Assistant Business Manager)

Appendix B

Brownsburg Community School Corporation
Pro-Card Terms of Revocation Form

As an authorized user of the Pro-Card, I understand that I am the only person authorized to make purchases with the Pro-Card issued to me and that such purchases must be in connection with my employment with, for the benefit of, and authorized by Brownsburg Community Schools.

I understand that purchase of the following items constitutes misuse of the Pro-Card and may result in the revocation of my privileges to be a Pro-Card holder or other action.

Misuse of the Pro-Card includes the following:

Personal purchases 

Copier supplies (toner and staples are included in the copier contract)

Gift certificates 

Alcoholic beverages and tobacco

Sales tax

Individual memberships

Clothing

Gifts and seasonal greeting cards

Flowers (except for graduation decorations)

Office decorations for personal offices

Purchases from multi-level marketing companies (Tupperware, Amway, Discover Toys, etc.)  

Cash advances or ATM’s

Splitting transactions to exceed your card’s established per transaction limits (see program restriction section below) 

Purchase made by someone other than the cardholder (unless authorized in writing)
Other unacceptable uses as identified by BCSC
If the Pro-Card is misused in any way by me, I hereby agree to personally pay Brownsburg Community Schools all amounts incurred for such misuse.  

Name of Cardholder _______________________________    Date ____________________

Cardholder’s Signature _______________________________________________________


NOTE:  In addition to the above consequences for misuse of the Pro-Card, or failure to pay Brownsburg Community Schools any amounts incurred by the cardholder’s misuse, the school retains the sole right and discretion to take further action, whether in the form of disciplinary action, up to and including termination of employment, and/or legal prosecution, in the event of misuse, fraud or other dishonesty involving the Pro-Card or District funds, subject to applicable law.

Appendix C

Brownsburg Community School Corporation
Pro-Card Receipt Acknowledgement

I acknowledge that, on the date indicated below, I received my Pro-Card.  I have previously received a copy of the policy and procedures manual explaining my responsibilities and the proper use of the card.  I understand that:

The Pro-Card is to be used solely for business purchases, not personal purchases.

I am responsible for reconcilement of monthly statements and maintaining accurate accounting records.

Should my employment with Brownsburg Community Schools terminate, I am responsible for returning the Pro-Card to the Business Office.
Pro-Card Number _____________________________________

Employee Signature ____________________________________________________

Employee Name_______________________________________________________

Date ________________________________________________________________

Pro-Card Return Acknowledgement 

I acknowledge that, on the date indicated below, the Pro-Card issued to the above named employee was returned to the Business Office.

Assistant Business Manager _____________________________________________
Date ________________________________________________________________
Please forward a copy of this form to the former cardholder and department head. 

Appendix D

Brownsburg Community School Corporation
Pro-Card Usage Correction Form

If a cardholder has unacceptable usage (see unacceptable uses section of the manual) or overspends a budget, he or she must complete this form and send it to the Deputy Treasurer as soon the violation is known.

Cardholder Information

Cardholder Name ____________________________  Phone Number ____________________

Dept Name ________________________
Dept Head Name __________________________

Administrator Name __________________________________

Card Transaction Information

Transaction Date __________________
Transaction Amount __________________

Merchant Name _______________________________________

Unacceptable Use (please describe) ____________________________________________________________________________
Overspent Budget (Account #) __________________  Amount Over Budget _______________

Proposed Corrective Action 

___   
Cardholder will personally reimburse the corporation on or before _________________.

___
The item purchased will be returned for a credit on or before _____________________.

___
Alternative account number _________ will be used.

___
Budget transfer request account number ____________ dollar amount _____________.
___
Other, please describe ___________________________________________________.

Cardholder Dept Head signature _____________________________  Date _______________.
For Business Office Use

Corrective Action:   Approved_____    Alternative Action ____________________________

Business Office signature___________________________________

Copy:
Card Holder


Supervising Administrator


Business Office (Business Manager, Deputy Treasurer, Assistant Business Manager)

Appendix E

Brownsburg Community School Corporation
Pro-Card Account Change Form

Cardholder Information

Cardholder’s Name _____________________________
Date _______________________

Card Number ___________________________   Phone Number ______________________

Requested Change

A.  Card Limits

Maximum dollar limit per transaction
_______________________


Maximum transactions per day
_______________________


Monthly cardholder dollar limit
_______________________
B.  Name Change (Same Cardholder)

Cardholder’s New Name ______________________________________

Approval of Submission to Change

Dept Head Name ________________________   Signature____________________________

Please forward to the Assistant Business Manager for processing.

____________________________________________________________________________

For Pro-Card Administrator to Complete

____
Change request is denied for the following reason ______________________________


______________________________________________________________________

____
Change of name completed

____
Change of limit is approved as follows: 

Maximum dollar limit per transaction
 ________________

Maximum transactions per day
________________

Monthly cardholder dollar limit
________________ 

Assistant Business Manager Signature _________________________   
Date ______________

Business Manager Signature ________________________________    
Date ______________
Copy:
Card Holder


Supervising Administrator


Business Office (Business Manager, Deputy Treasurer, Assistant Business Manager)


Appendix F

Brownsburg Community School Corporation
Pro-Card Usage Log


Dept Name _________________________________
  Card Holder Name ____________________________________
Statement Date ____________________    
Statement Total $ _______________________


Receipts Total $ ________________________ (Should match the statement total)

Travel Expenses Included?   ____ No ____ Yes  

(If yes, you must include a copy of the Professional Leave/Absence Permission Request Form)

	Transaction Date
	Merchant Name
	Debit Amount

(Purchase)
	Credit Amount

(Return)
	Brief Description
	Account Number
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Additional logs may be completed and submitted as necessary
Appendix G

Brownsburg Community School Corporation
Pro-Card Cardholder Dispute Form
Cardholder Information

Cardholder Name _____________________________   Phone Number __________________

Card Number _______________________________      Date ____________________

Disputed Transaction Information

Transaction Date __________________
Transaction Amount __________________

Merchant Name _______________________________________

Dispute Description:

_____
Credit Not Posted (Attach Copy of Credit Slip)

_____
Erroneous Amount (Attach Copy of Sales Receipt)

_____
Duplicate Posting

_____
Other _________________________________________________________________

Description of any communications with the merchant or bank: __________________________

____________________________________________________________________________

Please forward to the Deputy Treasurer for processing.

____________________________________________________________________________

For Deputy Treasurer to Complete

Communications with Bank (Dates and Actions Taken):

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Appendix H

[image: image1.jpg]Form ST-105 Indiana Department of Revenue
State Form 49065 R4/8-05 General Sales Tax Exemption Certificate

Indiana registered retail merchants and businesses located outside Indiana may use this certificate. The claimed exemption must be allowed by Indiana
code. Exemption statutes of other states are not valid for purchases from Indiana vendors. This exemption certificate can not be issued for the

purchase of Utilities, Vehicles, Watercraft, or Aircraft. Purchaser must be registered with the Department of Revenue or the appropriate taxing
authority of the purchaser’s state of residence.

Sales tax must be charged unless all information in each section is fully completed by the purchaser. Purchasers not able to provide all required
information must pay the tax and may file a claim for refund (Form GA-110L) directly with the Department of Revenue.

Brownsburg Community School Corporation

Name of Purchaser

% Business Address 444 East Tilden Drive city Brownsburg state IN zip 46112-1498
% Purchaser must provide minimum of one ID number below.*

f Provide your Indiana Registered Retail Merchant’s Certificate 7

'g-‘t TID and LOC Number as shown on your Certificate..........cocovrrevciurnnnns 0001894978 e

=g TID# (10 digits) LOCH# ( 3 digits)
g If not registered with the Indiana DOR, provide your State Tax

| ID Number from another State..........cccueceusrcuimrmmnreisimmisncinieceraenesns
| *See instructions on the reverse side if you do not have either number. State [D# State of Issue

Is this a [J blanket purchase exemption request ora [Jsingle purchase exemption request? (check one)

Description of items to be purchased.

- | Purchaser must indicate the type of exemption being claimed for this purchase. (check one or explain)
[ Sales to a retailer, wholesaler, or manufacturer for resale only.
O Sale of manufacturing machinery, tools, and equipment to be used directly in direct production.

[ Sales to nonprofit organizations claiming exemption pursuant to Sales Tax Information Bulletin #10.
(May not be used for personal hotel rooms and meals.)

[ Sales of tangible personal property predominately used (greater then 50 percent) in providing public transportation - provide USDOT#.
A person or corporation who is hauling under someone else’s motor carrier authority, or has a contract as a school bus operator, must
provide their SS# or FID# in lieu of a State ID# in Section #1. USDOT#

3 Sales to persons, occupationally engaged as farmers, to be used directly in production of agricultural products for sale.
Note: A farmer not possessing a State Business License# may enter a FID# or a SS# in lieu of a State ID# in Section #1.

3 Sales to a contractor for exempt projects (such as public schools, government, or nonprofits).
2 Sales to Indiana Governmental Units (agencies, cities, towns, municipalities, public schools, and state universities).

3 Sales to the United States Federal Government - show agency name.
Note: A U.S. Government agency should enter its Federal Identification Number (FID#) in Section #1 in lieu of a State ID#.

|0 Other - explain.

I hereby certify under the penalties of perjury that the property purchased by the use of this exemption certificate is to be used for an exempt
purpose pursuant to the State Gross Retail Sales Tax Act, Indiana Code 6-2.5, and the item purchased is not a utility, vehicle, watercraft, or aircraft.

I confirm my understanding that misuse, (either negligent or intentional), and/or fraudulent use of this certificate may subject both me personally
= |and/or the business entity I represent to the imposition of tax, interest, and civil or criminal penalties.

Signature of Purchaser M 0/'0/70’\ 7 /VA A Z Date

Printed Name_Marvin T. Ward Title Treasurer

The Indiana Department of Revenue may request verification of registration in another state if you are an out-of-state purchaser.
Seller must keep this certificate on file to support exempt sales.
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