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INTRODUCTION

WELCOME TO THE COLLEGE OF SOUTHERN IDAHO PURCHASING CARD (P-CARD) PROGRAM
PURPOSE: This program is designed to establish a more efficient, cost-effective method of purchasing and paying for certain approved transactions.  The program is designed to shorten the approval process and reduce the paperwork of procurement procedures such as purchase orders, petty cash, check requests and expense reimbursements. The purchasing card program is not meant to avoid the standard CSI approval process.  Each individual department is responsible for establishing their own prior-approval process for purchasing cards.   
PLEASE NOTE THAT THIS CARD CANNOT BE USED FOR PERSONAL PURCHASES UNDER ANY CIRCUMSTANCES.

BENEFITS:  The use of the P-Card will:

· Allow employees to obtain certain goods much faster and easier

· Sharply reduce paperwork and processing time in the employee’s department, as well as accounts payable

· Enable employees to be more efficient and to focus on the value-added aspects of their jobs

· Provide cost savings through consolidated payment

· Suppliers receive payment in as few as three business days

This policy guide will provide you with the particulars of the program, including general guidelines, reconciliation and record keeping procedures, and customer service information.  It is important to read the following information carefully as you will be responsible for adhering to the policy and procedures.  This policy guide is official College of Southern Idaho (CSI) Board policy.  Any violation of this policy will be considered a violation of CSI Board policy.
If you have any additional questions, please contact your Purchasing Card Administrators:

Magan Hodge
Ext. 6216

Jeff Harmon
Ext. 6210

GENERAL GUIDELINES

Card Types

Individual Card

The individual card is assigned to an employee, has the employee’s name imprinted on it, and their signature on the back.  To a merchant it appears to be just like any other credit card.  Even though it has an employee’s name, their personal credit is not checked and is in no way affected by any activity of the card.  The account with the issuing bank is in the name of the State of Idaho, and the State has total responsibility for payment

Card Issuance

As a prospective cardholder, you will be asked to complete a cardholder application form (see Appendix I) and cardholder user agreement (see Appendix II).  The application form is the first step in requesting a p-card and establishes your limits.  Upon approval you will receive your purchasing card in approximately 10-15 working days.  You will be required to read and review the purchasing card policy and procedure manual and sign the cardholder agreement.   By signing the cardholder agreement you will be agreeing to adhere to the CSI Board policy and guidelines established in this manual.  Most importantly, you are the only person entitled to use the card and the card is not to be used for personal use.  As each purchasing card is linked to an individual employee, the card cannot be transferred from one employee to another.

Upon receipt of your purchasing card, you will need to activate the account by calling the toll-free number printed on the card.  For verification purposes, you will be asked to provide a piece of information, such as the last four digits of your employee ID number.  Although the card will be issued in your name, your personal credit history will not affect your ability to obtain a card, nor will this card reflect on your personal credit history.  CSI is responsible for payment of all purchases.

Account Maintenance

If there is a need to change any information regarding your account, such as mailing address, email address, limits or restrictions, please complete the account maintenance form (see Appendix III) and forward to your purchasing card administrator.

Lost or Stolen Cards

You are responsible for the security of your card and any purchases made on your account.  If you believe you have lost your card or it has been stolen, immediately report this information to Wells Fargo Bank Customer Service at 

1-800-932-0036. Immediately following your report to Wells Fargo Customer Service, you must inform your purchasing card administrator.  It is extremely important to act promptly in the event of a lost or stolen card to avoid liability for fraudulent transactions.

As with a personal charge card, you will no longer be able to use the account number after notifying the bank.  A new card should be issued within 48 hours of notice to Wells Fargo Bank.  A new card will be received within 5 to 10 working days.

Termination of Employment

In the event that you are no longer employed by the College of Southern Idaho please complete the following:


· Return your card to your program administrator or your supervisor.

· Turn in all your receipts to your supervisor.

· Sign a document that states there were no unauthorized purchases, and all expenses are authorized State expenses (part of the account maintenance form)-forward form to purchasing card administrator.

· Purchasing card administrator will contact Wells Fargo and cancel the card number of the terminated employee.

· Send purchasing card to purchasing card administrator to be destroyed.

· If there are any remaining charges on your card, they will be paid from the default account unless they are coded by the department using the on-line CCER system.

Card Usage

The purchasing card can be used at any merchant that accepts MasterCard.  It may be used for in-store purchases as well as phone, fax, mail orders, and in some cases internet purchases.  There is no special terminal or equipment needed by MasterCard merchant to process a purchasing card transaction.

When using the purchasing card with merchants, please emphasize that an invoice must not be sent as this may result in a duplicate payment.  For phone, fax, and mail orders, please instruct the merchant to send a receipt or packing list only.  This receipt will be for your records.  

Purchases made within the State of Idaho, for use, by the State, are exempt from Idaho sales and use tax.  The purchasing card has embossed on it the words:  For Official Use Only – Tax Exempt.  When presenting the card to a merchant, cardholders should emphasize that the purchase is tax-exempt.  You may, however, be required to fax or provide merchants with the necessary form (ST-101) for verification of non-taxable status (including out of state suppliers). Please work with the Accounts Payable office to obtain this information.

Obviously, not all of your suppliers will accept MasterCard.  However, as purchasing card programs become more and more popular, vendors will want to accommodate their customers by accepting MasterCard as a method of payment.  If you have a vendor you wish to deal with who does not accept MasterCard, you may advise the vendor to contact its local bank for details of becoming a MasterCard member.  It will be to our benefit, and the success of the program, if as many suppliers as possible are MasterCard merchants.

LIMITATIONS & RESTRICTIONS

Card Limits

Your manager or supervisor has assigned a credit limit to your card.  There will also be a single transaction limit placed on your card, which means that your card will be declined if you attempt to purchase more than this set amount at one time.  Do not split a purchase to avoid the single transaction limit.  This could result in revocation of your card.

In addition to the single transaction limit, every cardholder has a daily spending limit and a total monthly dollar limit assigned to his/her account.  If you believe your monthly limit to be insufficient for your requirements, and your supervisor agrees, your supervisor must contact the purchasing card administrator to have limit increased. This can be using the account maintenance form (Appendix III).

The purchasing card program also allows for merchant code blocking.  If a particular merchant code is blocked (e.g., jewelry stores), and you attempt to use your card at such a merchant, your card will be declined.  The State of Idaho recommended merchant category codes are used. If a particular merchant is blocked the purchasing card will not be able to be used through this merchant.  An effort has been made to ensure that the vendors/suppliers used during the normal course of business are not restricted.  If your card is refused at a merchant you should call Wells Fargo Bank Customer Service at 1-800-932-0036 to determine the reason for refusal.  

The following limits will be encoded on your purchasing card:


· Single Transaction Limit (determined by department)

· Daily Transaction Limit (determined by department)

· Monthly Transaction Limit (determined by department)

These limits can be raised or lowered based on need and approval by your supervisor and program administrator.  Remember that these purchases are not encumbered.  Monthly limits should be set based on need, departmental budget, and general purchasing card restrictions.

IMPORTANT: All requests for changes in limitations and restrictions must be made through your supervisor and program administrator using the account maintenance form (Appendix III).  Existing cardholder restrictions will be changed only after a written request is received from the purchasing card administrator.

Authorized Purchases

The purchasing card program is intended for smaller, consumable-type purchases of materials and supplies needed during the course of business.  Purchases against State Contracts (up to the single transaction limit amount) may be made from suppliers willing to accept MasterCard.  Some common uses of the purchasing card program may include the following purchases under $500 per individual item and under $1000 in total:
· Office supplies 

· Building materials

· Automotive parts

· Equipment repairs 

· Books & subscriptions

· Computer supplies (software)

· Hardware & tools

· Spare parts

· Conference registration

· Classified & legal ads

· Travel arrangements (can exceed the $1000 limit in total)

Unauthorized Purchases

The purchasing card program is not to be used with any merchant considered to be inappropriate for state or public funds.  Purchasing cards are NOT to be used for meals/food/gift cards/gift certificates, individual purchases over $500, non-travel related purchases that exceed $1000 in total, or capital outlay purchases.  Non-travel related purchases that exceed $1000 in total and capital outlay purchases need to be processed through the purchase requisition process with the appropriate approval signatures. There are certain merchants that are restricted and cannot be used.  See Appendix VII for a list of unauthorized merchant category codes (MCC).  Unauthorized purchases may include:

· Items for personal use

· Alcoholic beverages

· Cash advances

· Salaries and wages

· Entertainment

· Bars, cocktail lounges, etc.

· Items that need to be bid

· Any questionable purchases 

· Meals

· Capital outlay

· Gift cards/certificates

· Labor

· Individual purchases over $500
· Purchases from vendors with an existing CSI account 

· Non-travel related purchases over $1000 in total

NOTE:  Any non-travel related purchase that exceeds $1000 in total   must be paid through the accounts payable process-do not use your pcard for these type of purchases.

NOTE:  Use of a purchasing card to “split” purchases to avoid the bidding process will not be tolerated, and will result in the revocation of your card.

Chapter 10, Section 59-1026 of the Idaho Code reads:


59-1026.Splitting or separating purchases or work projects to evade competitive bidding-

civil penalties.-  It is a violation of this section for any public officer or officers of the state, a political


subdivision or a city in this state to split or separate purchases or work projects for the purpose 


of evading any laws of the state which require competitive bidding for such purchases or work 


projects when the amount of the anticipated purchase or work project exceeds a specific dollar


amount.  Any public officer or officers violating this section shall be liable for civil penalties not to 


exceed five hundred dollars for each offense. [ 1975m ch 95, { 1, p.192. ]

Failure to comply with the above guidelines for authorized purchases under the purchasing card program may result in disciplinary action, cancellation of your card privileges, and possible termination of employment.  These cards are a privilege and should be treated as such. 

RECONCILIATION & PAYMENT

Documentation/Reconciliation

Documentation

As a cardholder you are responsible to keep track of all your purchases and receipts.  In the event of a missing receipt or a missing itemized receipt, you will need to contact the vendor and request a duplicate of the receipt.  Under no circumstances will a transaction be accepted without a receipt, packing slip, or other acceptable documentation.  Since monthly statements provide very little information about purchases, support documentation is required.  Examples of support documentation include itemized receipts, itemized invoices, and itemized packing slips.  All transactions are required to have support documentation that provides the following information about the purchase:  description of what was purchased, price per item and quantities of items purchased, the total amount charged, the date, and the name of the company.  
Note:  If a receipt is missing or a detailed receipt is not provided, the cardholder must complete the Purchasing Card Missing Receipt Form (Appendix IX).  This form must be submitted along with the monthly statement.  Failure to follow these guidelines will result in immediate revocation of your card.

Cardholders may maintain a summary sheet for all purchases, please refer to Appendix IV.  This summary will list items purchased, vendor, amount, description of what they were purchased for, and fund/dept/account to be charged.  Cardholders will be required to maintain an on-line accounting of their purchases on the Wells Fargo CCER system.  Carbon and itemized receipts must be obtained for each purchase.  MasterCard summary receipts will not be accepted as proper documentation.  A detailed receipt is required.  Failure to submit detailed receipts could result in card suspension.  

Before reconciliation all receipts should be retained by the cardholder and verified with the summary sheet or the on-line reporting system.  We recommend keeping receipts in a manila envelope until it is time to reconcile your statement.  Once reconciliation is complete a signed print out of the on-line monthly statement and the original receipts need to be forwarded to Accounts Payable by the 10th of each month.  The on-line statement will need to be signed by the cardholder and a supervisor.

Reconciliation

Each cardholder will receive an email from Wells Fargo (CCER) on the 2nd of each month notifying them that their statement is ready for review (if the 2nd falls on a weekend, you will receive the email on Monday).  Each cardholder will have 5 days to complete the reconciliation process (coding the transactions and adding a description).  This reconciliation process can also be completed through-out the month or on a day-to-day basis using the “view cycle-to-date” selection.  The monthly on-line statement will list the transaction date, supplier/merchant name, and the total amount of the purchase.  Please review your account through out the month to ensure all charges are legit and accurate.  For those of you who do not have access to email, you will need to work with the reconciler for your department (Cindy Flowers-Maintenance, Abby Greenfield-Head Start, Carolyn Browning-Herrett Center, Marjorie Bernier-Technical, Sharon Whitchurch-Office on Aging, Kathy Phillips - Star). Departmental Reconcilers can be requested or updated using the Reconciler Application (Appendix VIII).  

It is the cardholder’s responsibility, immediately upon receipt of your monthly email to review your statement to ensure all the transactions posted are legitimate transactions made by yourself.  By using your summary sheet, this should be easy, considering you have been recording transactions throughout the month and checking them periodically on-line through-out the month.  

The signed statement (cardholder & supervisor signature required) and all original itemized receipts for transactions listed on statement only are to be returned to Accounts Payable by the 10th of each month.  Each cardholder should keep a copy of all receipts, statements, and summary sheets for their record. There are absolutely no exceptions to this deadline.  In the event that this does not occur by the 10th of the month, the purchasing card administrator may deactivate the card until the reconciliation process is complete.

Failure to reconcile your bill a second time will result in your card being revoked for the period of one month.  Failure to reconcile your bill a third time will result in your card being taken away and the account closed.   

Disputed or Fraudulent Charges

If there is a discrepancy between your summary sheet and your statement, it is imperative that the issue is addressed immediately.  Depending on the type of discrepancy, you will need to contact either the merchant or Wells Fargo Bank Customer Service at 1-800-932-0036.  In all instances, contact your program administrator and let them know the circumstances.

If you believe the merchant has charged you incorrectly or there is an outstanding quality or service issue, you must first contact the merchant and try to resolve the error or problem.  If you are able to resolve the matter directly with the merchant, and the error involved an overcharge, a credit adjustment should be requested and will appear on your next statement.  The item should be highlighted and noted on your summary sheet as a reminder to verify that credit has been issued.  Note:  You need to pay the full amount of your invoice/statement by assigning an account number, and wait for the credit to appear on the following month’s statement, in which you will assign the same account number for the credit.

If the merchant disagrees that an adjustment is necessary, immediately contact Wells Fargo Bank Customer Service at 1-800-932-0036 (this number also appears on the back of your card).  Wells Fargo Bank will request complete details of the dispute in writing in order to research the item in question.  The details of the disputed transaction should be reported on CSI letterhead or on the Wells Fargo Bank Dispute Form (refer to Appendix V), and then with the coordination of your Purchasing Card Administrator the transaction will be disputed on-line (this is the last resort).

Any charge dispute must be received by Wells Fargo Bank within 60 days of the transaction date.  While pending resolution, Wells Fargo Bank will credit your account for the amount of the disputed transaction.  Although Wells Fargo Bank acts as the arbitrator in any dispute, you should never assume that a dispute will be resolved in your favor.

If the dispute is not resolved to your satisfaction, and you believe the merchant has treated you unfairly, please notify your purchasing card administrator with the relevant details.  

Any fraudulent charge, i.e., a charge appearing which was not authorized by yourself, must be reported immediately to Wells Fargo Bank Customer Service and your purchasing card administrator.  Prompt reporting of any such charge will help prevent CSI from being held responsible.  A declaration of forgery or unauthorized use form has been included in this manual to facilitate notification of any such transactions (see Appendix VI).

PURCHASING

All purchases must comply with CSI purchasing policy and procedure.  When using the purchasing card there is no need to submit any other form (your individual department may have additional procedures in place).  If any form is submitted for something bought using a purchasing card and a duplicated shipment is received (or other problems occur) the cardholder is responsible to resolve the issue.  In cases where the cardholder is responsible for the error there may be excess charges caused by the duplicate order (including payment of the full order if it cannot be returned, or payment of a restocking fee).

Individual departments are responsible for coordinating their approval process when using purchasing cards.  This process should be communicated to all cardholders and be consistent through-out the department.  

All department heads or supervisors will review and sign all cardholder purchases to ensure that they are valid and within purchasing guidelines on a regular basis.

Purchases in Person

1. Follow proper departmental procedures to obtain authorization for purchase.

2. Check the list to make sure it is not a restricted item or an unauthorized merchant.

1. Be certain that the total amount (including all shipping, handling, postage, freight, etc.) will not exceed your card’s single purchase limit, the $500 single item purchase limit, or the $1000 total purchase limit.

2. Determine that the price quoted is the best you can obtain.

3. Ensure that no sales tax is charged.

4. Obtain an itemized receipt at the time of purchase.

5. Remember to give the supplier your name, department name, phone number, and complete delivery instructions if you are not picking up the goods.

6. Record that the items have been received on the summary sheet and place the receipt in a manila envelope for safe keeping.

Purchases by Phone, Fax, Mail, or Internet

Follow the applicable instructions for making purchases in person, including

shipping/delivery.  In addition:

PHONE

You would place a phone order just as you would with your personal credit card.  Vendor will ask for the card number, expiration date, and possibly your personal pin number.  Be sure to log the purchase on your summary sheet.  You may want to make a note for yourself as to what was ordered.  Request copy of receipt, packing slip, or invoice for proper documentation.  

FAX

Retain a copy of the order form and fax confirmation (if available) for your records.  To prevent a duplicate order, you are urged not to mail the original to the company.  If the company requires that the original be sent, be sure to clearly mark it “confirming to an order placed by fax”.  Request copy of receipt, packing slip, or invoice for proper documentation.

MAIL

Retain a copy of the order form and the address it was mailed to, and request that a receipt be sent to you for your records.

INTERNET
You would place an internet order just as you would with your personal credit card.  Be sure to use the 315 Falls Avenue address for all on-line purchases.  At check-out you will be asked for the card number, expiration date, security code, and possibly your personal pin number.  Print out all order summaries, receipts, invoices, etc. that will adequately document your purchase.  The documentation should include itemized detail of what was purchased, price per item, quantities purchased, total amount charged, date, & name of the company.  Be sure to log the purchase on your summary sheet.

*With all the above purchases, make sure to keep any packing slips or other invoices to use as documentation (most purchases of these nature do not have a receipt).

Returns, Damaged Goods, Credits

If goods purchased with a purchasing card need to be returned, the cardholder should work directly with the supplier.  Here are some suggestions to make it

easier:

· Always retain boxes, containers, special packaging, packing slips, etc. until you are certain you are going to keep the goods.  Some items, such as software or fragile pieces, cannot be returned without the original packing materials.

· Read all enclosed instructions carefully.  Often a phone number and other instructions are included on the packing slip and/or receipt. 

· Many suppliers require you to obtain a “Return Merchandise Authorization or RMA” number before they will accept a return. If you fail to get this number when it is required the package may be refused and/or no credit will be issued to your account.  In some cases there may be a restocking fee (usually a percentage of the purchase price).  If the supplier is completely responsible for the error or problem you should not have to pay this, or any other fee.  However if they are not fully responsible you may have to pay it.  You may use the purchasing card to pay this fee as long as it does not exceed any of your limits.  If the re-stocking fee or return shipping approaches the cost of the item, you may want to consider keeping the item for use in an appropriate and allowable program.
· Make sure that the charge for the returned items never appears on your monthly statement or is credited properly.  If this does not happen refer to the section regarding disputed transaction for instructions on how to resolve this problem.
Note:  Vendors are not allowed to charge you a fee for using your purchasing card, it is against MasterCard Policy.  If you have an instance where a vendor is trying to charge you a percentage to use the card, let them know that they should not be able to charge a fee according to MasterCard Policy.  They will probably back off.  If you get billed a fee for using your purchasing card, please send a copy of the itemized receipt to your administrator.  The receipt must say specifically that it is a credit card charge. Your administrator will fax that receipt to Wells Fargo, and your account will be credited, and the vendor will be fined.
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