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SECTION I - OVERVIEW

Welcome to the City of Temple's Procurement Card (P-card) Program. The card works like your personal credit card, except all charges are paid in full by the City. The P-card is a corporate charge card and will not affect your personal credit. The P-card is used primarily to procure low-value, maintenance, repair, and operational expense items. Many items that are processed today using purchase orders or petty cash are candidates for P-card use. The P-card is a MasterCard offered by JP Morgan Chase. The goal of the P-card Program is to reduce internal purchasing restrictions and to delegate the authority, responsibility, and capability for the purchase of these small dollar supplies and services directly to the end user at the departmental level. The P-card is a supplement to the procurement process. The P-card is not an entitlement nor is it reflective of title or position and may be revoked at any time. Use of the P-card is not intended to replace effective procurement planning which enables volume discounts. All current purchasing policies and procedures will apply when using the P-card. It is the Cardholder’s responsibility to ensure the card is used within stated guidelines of this policy.   

A.
Benefits
Users will be able to obtain goods and services faster and easier than purchasing with a purchase order. Paperwork and processing time for Accounts Payable and user departments will be sharply reduced. These efficiencies will allow everyone involved to be more effective and focus on the value-added aspects of their jobs.


B.
Administration

The Program’s administrator is the Purchasing Department’s Procurement Specialist.


C. 
Controls

The P-card Program uses internal management controls, as well as features and reports from JP Morgan Chase system, to manage and audit the process to ensure that procedures are followed. Several reports are available to the City for auditing and monitoring purposes.

Each card has a single transaction limit and monthly limit. If a user exceeds either limit, the transaction will be rejected when the merchant attempts to process it.

To ensure the continued success of the procurement card program, weekly audits are performed by Purchasing, and formal annual audits are performed by the Finance Department. The purpose of the audit is to ensure that the Cardholders and their respective departments are adhering to authorized policies and procedures. 

SECTION II – ELIGIBILTIY AND GUIDELINES

A.
P-card Eligibility

Department Heads/Division Directors will recommend an employee whose position justifies the issuance of a P-card. Employees on probation and temporary employees are not eligible, unless approved by the Department Head and the Director of Purchasing.

When determining which employee should be assigned a P-card, Department Heads/Division Directors may wish to use the following criteria:
· Will the employee’s use of the P-card enhance productivity?

· Will the employee’s use of the P-card reduce paperwork?

· Will the employee utilize the P-card regularly for the purchasing of authorized (budgeted) goods and services?

Issuance of P-cards should be limited to a minimum number of individuals needed to effectively administer the departments/division’s purchasing needs.

A renewal procurement card will be sent automatically to Purchasing thirty (30) days prior to the expiration date of the card. Cardholders will be notified when renewal cards are available for pick-up at the Purchasing Department office.  The old card must be returned before renewal card is issued.

B.
Acceptable P-card Uses



P-card use is primarily intended for low-value supplies and services. Examples of the type of purchases the P-card should be used for include:

· Small dollar miscellaneous maintenance, repair, and operational supplies
· Items purchased on purchase orders
· Petty cash purchases
· Larger dollar purchases at Finance’s discretion 


C.
Restrictions

· Use of the P-card is restricted to authorized employees whose authority is obtained via the Purchasing Department P-card training program. 

· Use of the P-card may not be delegated.

· The P-card is for use for official City business only and may not be used for personal purchases.

· P-card purchases are not to be split into two (2) or more smaller purchases or combined with other P-cards to circumvent the established purchasing limits and policy.

· The P-card shall not be used for:




1.
Personal use.



2.
Cash advances.



3.
Cash refunds. Merchandise returns or other adjustments must be applied back to the same card. Under no circumstances should a Cardholder accept cash in lieu of a credit to the procurement card account, without prior approval from Purchasing.  


4.
Purchases exceeding the assigned dollar limit.



5.
Capital outlay items over $5,000. (unless prior approval from Finance or Purchasing)


6. 
Bars, taverns, nightclubs, cocktail lounges, alcoholic beverage package stores.



7. 
Purchases from any source in which the purchaser has a direct or indirect financial interest.



8.
Items that are under contract with another vendor. (Contracted goods/services available on Intranet)



9.
Items available from the Warehouse.




10.
Travel meals.




11.
Fuel. (Except for rental cars)


D.
Consequences for Failure to Comply with Program Guidelines

· Temporary/permanent revocation of the P-card. (A warning for any violation will be issued prior to any strikes issued. “Three strikes within a one year period and you’re out.” Your card will be revoked for six (6) months and then returned to you with a six (6) month probation period. Any violation within the six (6) month probationary period will result in permanent revocation of the card.) Temporary and/or permanent revocation of a P-card may occur only with the approval of the Director of Finance and the City Manager.
· The violation letter will be sent to the Cardholder, Department Head, Finance Director and the City Manager.
The P-card Administrator is required to close an account if a cardholder: (a) moves to a new job in which a P-card is not required, (b) terminates employment or (c) for any of the following reasons which may also subject the Cardholder to disciplinary action and/or termination for cause:

· The P-card is used for personal or unauthorized purposes.

· The P-card is used to purchase alcoholic beverages, without prior approval, or any substance, material, or service which violates policy, law or regulation pertaining to the City.

· The Cardholder allows the card to be used by another individual.

· The Cardholder splits a purchase to circumvent the limitations of the P-card or state law bidding provisions.

· The Cardholder uses another Cardholder’s card to circumvent the purchase limit assigned to either Cardholder or limitations of the P-card.

· The Cardholder repeatedly fails to provide Department Liaison with required receipts.

· The Cardholder fails to provide, when requested, information about any specific purchase.

· The Cardholder does not adhere to all of the P-card policies and procedures.

A request for closing a Cardholder account will be submitted to the card issuer by the P-card Administrator. 
Possible misuse of the P-card will be investigated promptly. Each employee should be aware that intentional and/or neglectful misuse of the P-card may result in disciplinary action and/or possible prosecution. 
SECTION III – OBTAINING A P-CARD

· The Department Head/Division Director will forward a completed Request to Add Cardholder form for each card requested to the P-card Administrator for processing. 
· The P-card Administrator will coordinate with JP Morgan Chase for P-card issuance.

· The card(s) will be sent to the P-card Administrator who will then coordinate with Departmental Liaisons for training for the cardholders.

· After signing the Cardholder’s Agreement, and completion of the training, the employees will then be authorized to use the P-card.

· To change cardholder’s limits a Request to change cardholder limits must be submitted to the P-card Administrator.

· The card will have the cardholders’ name, City name, City logo and account number embossed on it.

All forms are also available on the Intranet.

SECTION IV – DUTIES AND RESPONSIBILITIES

A.

Cardholder’s duties and responsibilities

· Responsible for immediately reporting any fraudulent use or misapplication of the P-card to the Card Administrator. Misuse of the P-card could lead to revocation of the card or other disciplinary actions;

· Immediately investigate any disputed charges and invoke the disputed charge procedures when necessary;

· If a card is lost or stolen, the cardholder must immediately notify the P-card Administrator and/or JP Morgan Chase;

· Accountable and responsible for their P-card;

· Accountable and responsible for adherence to the established limits set for their P-cards;

· Responsible to ensure that their purchases are properly funded;

· Responsible for ensuring the vendor is set-up and that the transaction can be processed prior to the processing deadline, which is 10 a.m. on Friday. (Individual departments have the right to enforce stricter guidelines);
· Cardholders must submit detailed sales receipts to their department liaison daily, along with the appropriate account number(s), project code(s), and work order/job number(s) if applicable.  A copy of a detailed receipt should be requested if the merchant does not automatically provide this. Lost receipts will require documentation. Black out all but the last four (4) digits of the credit card number on the invoice.  
· In case of returns, cardholders are responsible for coordinating returns directly with the supplier; and
· Return the P-card to Department Liaison upon terminating employment with the City or transferring Departments within the City. 

The P-card is to be used for City business only. No Personal Use! Personal purchases will be considered misappropriation of municipal funds, which constitutes a criminal offense and will be referred to the City Manager.

B.

Department Heads/Division Director’s Duties and Responsibilities

· Responsible to ensure compliance with the City’s P-card Program Guidelines.

· Responsible to ensure that only authorized employees utilize the Department’s P-card.

· Responsible, in conjunction with the Director of Purchasing, to determine the single purchase limit amount.

· Responsible to ensure the card is returned to the P-card Administrator in order to close the account, if a cardholder’s status with the City changes in such a manner that he/she is no longer an employee of the City. It is recommended that resigning employees turn in their P-card to their respective supervisor at least one (1) week prior to leaving.  If the supervisor is unable to collect the P-card when an employee leaves the employment of the City, he shall immediately notify the P-card Administrator who will ensure the card is cancelled.  

· Responsible for notifying the P-card Administrator if a cardholder changes department/divisions by promotion or transfer. 

· Responsible to ensure that all reconciled reports are returned to Purchasing by 10 a.m. every Friday. By signing the P-card log, the employee’s supervisor is certifying all charges are appropriate and have been authorized, and are evidenced by attached receipts. 
C.

P-card Administrator’s Duties and Responsibilities
All contact with the card issuer for card set up, maintenance and closure (except for reporting lost or stolen cards) will be handled by the P-card Administrator. 
· Maintain a listing of all Authorized Users by Department as well as the associated files.

· Participate in program review and enhancements.

· Coordinate implementation of the P-Card Program throughout the City including cardholders training via Departmental Liaisons.

· Authorized signer to approve new accounts, new hierarchy data, or change requests, and act as a liaison between JP Morgan Chase and the Cardholder.

· Forward card activity to HTE on a weekly basis.
· Responsible for notifying Department Head/Division Director to resolve any problems if the Department’s paperwork is not processed timely.  
· Conduct random reviews of Departments’ Statements of Account to identify purchasing trends which may indicate split P-card purchases intended to circumvent established limits.

· Conduct analyses of purchasing to identify:

1. The need to establish annual pricing agreements for repetitively obtained goods or services.

2. Additional material being available in the Warehouse.

· Provide administrative assistance to the Departments.

1. Provide copies of the P-card Guidelines to the Department Head/Division 
Directors and Cardholders.

2.
Provide each Cardholder with a Sales Tax Exemption Form as needed.

3.
Process requests for new cards, changes, and deletions.

4.
Answer questions about the P-card Program and the procedures and policies of JP Morgan Chase. 

5.  Assist Departments (as a final step) in resolving billing disputes. Note: All questioned items must be communicated in writing within sixty (60) days of the cycle date when the item originally posted.

6.
Assist Departments if cards are lost or stolen, ensuring that a lost or stolen card 
has been cancelled by the card issuer. 
7.
Assist Departments in case of fraudulent use of the card.

SECTION V – MAKING A PURCHASE



When making a purchase via the P-card, the cardholder is to:

· Obtain the best possible price; many vendors offer government discounts –remember, the City is exempt from sales tax. It will be the responsibility of the cardholder to remind all merchants of our tax-exempt status.  If the vendor requires a tax-exempt certificate, contact Purchasing and a copy will be faxed to the vendor.
· If items/services needed require quotes, attach informal quote summary sheet (and HUB form if over $3,000) to the Procurement Card Use Log printed from HTE.

· Determine what needs to be purchased and present the P-card to the vendor. For mail, internet, or phone orders, provide your card number, as requested.
· Verify the charges (and that tax is not charged) and sign the receipt. If the receipt does not identify what each amount is for, write it on the receipt. Be specific – auditors must be able to identify what was purchased. Stock numbers must be clarified.

· All purchase-related documents (i.e., receipts, sales slips, etc.) must be retained by the Department for reconciliation. 
· If an order is placed by phone, ask the vendor to fax you a copy of the receipt as soon as the purchase is charged to your card. If the original receipt or invoice is received, forward it to the Purchasing Department, with a memo explaining that it was an order placed over the phone. When placing a telephone order, the cardholder should encourage the vendor to charge the card when shipment is made and not when the order is placed. 
· If an internet order is placed, make sure to print the screen with the total of the purchase and attach to the log. Once the item is received, and if an invoice is included, forward it to the purchasing department.
· Have supplier ship according to terms – F.O.B. Destination, which means the vendor pays the freight, and they are responsible for ensuring the purchased product(s) are delivered to the City, even though shipping and handling charges may be itemized and charged to the P-card. 

· When telephone orders are placed, the Merchants must be provided with complete shipping instructions including address (Department location), Department name, and user name. The Merchant must also be instructed to include in the delivery package a sales receipt, invoice, and/or the charge slip.

· All vendors must have a vendor number. If the vendor does not have a vendor number, one must be set-up and the transaction processed prior to the processing deadline. (Just like purchase orders. Purchasing must have the complete W9 Form and Vendor Information Sheet before a vendor can be set-up.) 

There may be certain situations when a vendor receives a decline message when processing P-card transactions. The only reasons the purchase should be declined by the merchant are, if the card has not been activated, if you are over the established single purchase limit or card limit, or if there is a problem with the vendor’s terminal. If uncertain, contact the P-card Administrator.
SECTION VI – RESOLUTION OF BILLING PROBLEMS

· The Cardholder is responsible for settling any disputes, clearing erroneous charges, and requesting credit for returned merchandise directly with the Merchant.

· The Cardholder is responsible for follow-up with the Merchant on any erroneous charges, disputed items, or returns, and to ensure that the proper credit is given on subsequent statements.

· Most billing problems can be resolved promptly in the above manner. If the Department, however, is not able to reach an agreement with the Merchant, the Cardholder Statement of Disputed Item(s) Form must be completed and forwarded along with supporting documentation to the P-card Administrator.

SECTION VII – DISPUTED CLAIMS

· In the case of a disputed charge, cardholder should first contact the supplier. Most issues can be resolved between the cardholder and the supplier. If an agreement cannot be reached with the supplier, the next step is to contact the P-card Administrator.
· All questioned items must be communicated to JP Morgan Chase within 60 days of the billing cycle date. 
· Purchasing will track all disputed claims and will forward weekly copies of the disputed charges to the cardholder. Cardholders will have 30 days to get the disputed charges corrected. 
SECTION VIII – LOST OR STOLEN CARDS

· Report any lost or stolen cards immediately to the P-card Administrator. If it is after hours, and the P-card Administrator is not available, please contact JP Morgan Chase. Bank representatives are available 24-hours per day at 1-800-890-0669. JP Morgan Chase will immediately cancel the card and forward a replacement card within seven (7) to ten (10) business days. (Tell the representative the call is regarding a procurement card. Always obtain the name of the JP Morgan Chase representative to whom you reported the lost or stolen card.) 




Failure by the Cardholder to report a lost or stolen card in a timely manner (and the card is subsequently used) will result in financial liability to the City. The City is responsible for all charges up until the time the bank is notified. This liability will be charged to the Using Department’s budget. 

SECTION IX – CANCELLATION

· In the event a Department no longer wishes to participate in the Procurement Card Program, the Card(s) must be turned in to the Card Administrator at which time the Cardholders(s) account will be closed.

· Cardholders’ privileges may be canceled at any time. Cards may be revoked for misuse or non-compliance with P-card Program Guidelines
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