Procurement Card Policy and Procedures

Elon University

1) Introduction

The Elon University Procurement Card Program has been established to provide a more efficient, cost-effective method for purchasing and paying for small dollar-value transactions. It is designed to replace many purchases and payments currently made by the Purchase Order method. The Procurement Card Program and its continuing use depend on your participation and cooperation. Please be sure to read and follow the program guidelines as specified within this manual.
2) What is the Procurement Card?
The Procurement Card (also known as, “Pro-card, Purchasing Card, P-Card”) is a Visa credit card issued by Bank of America. It is a fast, flexible new purchasing tool which offers an alternative to the existing University purchasing process and provides an extremely efficient and effective method for purchasing and paying for supplies with a total value of $1,000 or less. Currently, the small dollar limit is $1,000; above this figure you must have a purchase order. With receipt of the new card, your small purchase threshold increases to the $1,000 mark for all purchases, whether charged on the card or not.  On a need-basis, some cardholders may use the card for other purposes such as travel.  These may carry higher limits to cover needs like conference registration, hotel and airline bookings. To accomplish this, an additional category is added to that cardholder’s online profile.
The Visa Procurement Card will enable you to purchase essential commodities directly from the vendors by telephone, internet or in person. The Card will be issued in the employee’s name with the Elon University scenery and the wording “Elon University” clearly indicated on the card. 

3)
The Procurement Card program brings many benefits to... 

· Cardholders - You will be able to obtain supplies directly from your vendors without using a purchase order. This streamlines the purchasing process and can help improve turnaround time on receipt of your order. It significantly reduces the workload and processing costs related to the purchase and payment of supplies.

· Elon University - The Procurement Card program provides a cost-efficient, alternative method for purchasing low-dollar supplies. Built-in card features make the program easy to control and manage and reduces processing costs at all levels by reducing the number of requisitions, purchase orders, invoices and checks. The Procurement Card enables all departments to focus on higher yield value added activities. 

· Vendors – The Procurement Card will be welcomed by vendors who accept VISA. When they accept the card for business purchases, vendors need not send invoices for payment to the University (receipts are required); they will receive payment directly from Bank of America within approximately 48 hours.

4)
Parties Involved 

· Agency - Elon University, who arranges with the card issuer, Bank of America, for the issuance of Procurement Cards to approved University employees and agrees to accept departmental liability for the employees' use of the cards. 

· Cardholder - an employee of the University who is approved by his/her department head to use the Procurement Card to execute purchase transactions on behalf of Elon University. 

· Card Issuer - Bank of America's services were contracted for Elon University, to issue Visa Procurement Cards to University employees, to bill the University for all purchases made on the cards, and to collect payment from the University on behalf of the vendors. 

· Department Head - Elon University official who must approve employee's request for a Procurement Card, assign Departmental Liaison, designate default (primary departmental) account number for purchases on the Procurement Card, and submit application to the University Procurement Card Administrator. Department Head approval delegates transaction authority to the Cardholder. 

· Departmental Liaison - an employee in each department responsible for proper use of the Procurement Card within that department. Each Cardholder will be assigned a Departmental Liaison, and the liaison will be responsible for reviewing transactions of individual Cardholders to make sure the transactions are classified and allocated to proper GL accounts as an appropriate University expense. 

· Procurement Card Administrator - the central person located in the Purchasing office who coordinates the Procurement Card program for the University and acts as the University's intermediary in correspondence with the card issuer. 

· Vendor - the merchant from whom a Cardholder is making a purchase.

5)       Cardholder Eligibility 
A criterion to receive a University Procurement Card is as follows: 

· Applicant must be an employee of the University. 

· Applicant’s request for a Procurement Card must be signed by his/her Program Manager or Department Chair. 

· Manager/Chair will provide the name of the Departmental Liaison to whom Cardholder will be assigned and the default (primary departmental) University account number for the Procurement Card. 

· Signed request is sent to Elon University Director of Purchasing for approval. 

· Employee must attend training session before he/she may be issued a Procurement Card. 

· Each individual Cardholder must sign a Cardholder agreement in the presence of the University Purchasing Department. 

6)
Key Cardholder Responsibilities
The following are several key areas that require on-going Cardholder support. A Cardholder must: 

· Ensure the Procurement Card is used only for legitimate business purposes. Misuse of the card will subject Cardholder to disciplinary action in accordance with University Policies and Procedures. 

· Adhere to the purchase limits and restrictions of the Procurement Card and ensure that the total transaction amount of any single transaction does not exceed $1,000 unless approved by the Director of Purchasing or the appropriate designee. Furthermore, the Cardholder must ensure that all purchases are within all other spending and vendor guidelines established by the University.  This information may be found on the Purchasing departmental website.

· Ensure that the Procurement Card is only used by the approved Cardholder. The Procurement Card is not transferable between Cardholders. 

· Obtain all sales slips, register receipts, and/or Procurement Card slips and provide to Departmental Liaison for reconciliation, approval and allocation of transactions to proper accounts. A Cardholder must also notify the Departmental Liaison if the default account number should be changed on an individual transaction. 

· Attempt to first resolve a dispute or billing error directly with the vendor and notify Bank of America if the dispute or billing error is not satisfactorily resolved. A Cardholder must also ensure that an appropriate credit for the reported disputed item(s) or billing error appears on a subsequent Cardholder Memo Statement. Under no circumstances should a Cardholder accept cash in lieu of a credit to the Procurement Card account. 

· Call Bank of America to report a Procurement Card lost or stolen. A Cardholder must also notify the University Purchasing Department about a lost or stolen Procurement Card at the first opportunity during business hours. 

· Verify charges on the monthly VISA statement, sign, and provide same to liaison. 

· Return Procurement Card to Departmental Liaison upon terminating employment with the University or transferring Departments within the University. 

7)
 Key Departmental Liaison Responsibilities 

Each Department Chair/Manager must designate one or more Departmental Liaisons for his/her department. The Department Chair/Manager will assign a Departmental Liaison for each Procurement Card application approved for his/her employees. A Departmental Liaison may also be liaison for his/her own card. The Departmental Liaison must receive training on the use of the Procurement Card before any individuals in the department may receive a Procurement Card. Responsibilities include: 

· Collecting vendor receipts and procurement card receipts from Cardholders and reconciling to Bank of America billing statements. 

· Collection and transfer of all charge slips and receipts to Accounting for audit by internal and external auditors. 

· Approving and/or updating default account number on the procurement Card System of individual Cardholder account in advance of the monthly default cut-off date for approvals established by the University Procurement Card Coordinator. 

· Identifying transactions which require the submission of use tax to the North Carolina Department of Revenue. 

· Attempting to resolve any disputes with vendor and/or Bank of America not resolved by Cardholder. Notifying University Procurement Card Administrator in 3 to 5 days of any unresolved disputes, noting the reason for dispute. 

· Requesting the University Procurement Card Administrator to change default account for individual cards as needed and approved by Department Chair/Manager. 

· Notifying University Procurement Card Administrator of lost or stolen cards. 

· Requesting University Procurement Card Administrator to cancel a Cardholder's card e.g. (terminated employees, transferring departments, loss of purchasing card privileges) as approved by Department Chair/Manager. 

· Collecting canceled cards from Cardholders and forwarding to University Procurement Card Administrator. 

8)
University Procurement Card Administrator Responsibilities
The Director of Purchasing will perform as primary Procurement Card Administrator, who is responsible for the overall Procurement Card program. Responsibilities include: 

· University liaison with Bank of America. 

· Utilizing web-based WORKS Software from Bank of America. 

· Review and disposition of Department approved applications for completeness of required information. 

· Submitting completed application to Bank of America and receiving Procurement Cards from Bank of America. 

· Training Departmental Liaisons before releasing Procurement Cards. 

· Training Cardholder before releasing Procurement Card. 

· Having Cardholder sign Cardholder agreement, signifying agreement with the terms of the Procurement Card program. 

· Handling disputed charges/ discrepancies not resolved by Cardholder or Departmental Liaison. 

· Initiating change of Procurement Card default account number upon request of Department Liaison as approved by Department Head. 

· Securing revoked Procurement Cards and submitting information to Bank of America. 

· Receiving Bank of America bill and distributing to Department Liaisons. 

· Electronically notifying Department Liaisons of Bank of America billing distribution and advising Liaison of cut-off date for approvals. 

· Ensure processing upload of bill to accounting for charging individual departments. 

· Reviewing usage of Procurement Card data for appropriateness.  

9)       Requirements for Receiving a Procurement Card 

Department Chair/Manager may propose an employee to be a cardholder by completing the request for credit card (Attachment A).  The request must be forwarded to the Procurement Card Administrator for disposition/processing.

Before receiving a Procurement Card, you are required complete a training program and then sign Elon University's Procurement Card Cardholder Agreement. By signing this agreement, you indicate that you understand the intent of the program, and will comply with all guidelines of this Manual as well as University Policies and Procedures relating to the expenditure of University funds. 

10)
Procurement Card Maintenance and Closure 

All contact with Bank of America for card set up, maintenance and closure (except for reporting lost or stolen cards) will be handled by the University Procurement Card Administrator who is located in the Elon Purchasing Department. 

The University Procurement Card Administrator is required to close an account if a Cardholder: (a) transfers to a different University department, (b) moves to a new job where a Procurement Card is not required; (c) terminates University employment or (d) for any of the following reasons which will also subject Cardholder to disciplinary action in accordance with University Policies and Procedures relating to disciplinary action and termination for cause:

· The card is used for personal or unauthorized purposes. 

· The card is used to purchase alcoholic beverages or any substance, material, or service which violates policy, law or regulation pertaining to the University. 

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

· The Cardholder splits a purchase to circumvent the limitations of the Elon University Purchasing Policy. 

· The Cardholder uses another Cardholder's card to circumvent the purchase limit assigned to either Cardholder or the limitations of the Elon University Purchasing Policy. 

· The Cardholder fails to provide Departmental 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 Procurement Card policy and procedures. 

A request for closing a Cardholder account will be submitted to Bank of America by the University Procurement Card Administrator. If a card exists for the account being closed, it should immediately be returned to the Departmental Liaison. 

11)
Procurement Card Use 

The card works just like your personal credit card, except all charges are paid in full by the University. It is to be used only for the purchase of supplies and certain services. Elon University's spending parameters for each Procurement Card issued are set at $1,000 per general transaction. Elon University will adjust travel limits as determined by demonstrated need. 

Elon University requires that certain types of vendors be blocked from Procurement Card use. These will depend upon the type of limits set at the initiation point for each card. Transactions will be blocked at the point-of-sale level. 

12)     Procurement Card Authorization and Limits 

The Elon University Procurement Card Program was implemented to increase the efficiency of the purchase and payment of small dollar acquisitions and is to be used as a purchasing method for delegated small dollar purchases. Purchases shall not be made from non-contract suppliers, when a University contract supplier exists for similar commodities or services. An example of this is the general office supply contract with Boise Cascade Office Products. The contract provides for the streamlined purchase of general supplies in such a manner that is best for the overall good of the University, and is based on volume discounts.  Additional approved suppliers may be found at our website. From the University home page, go to the Administration tab, click on the Purchasing link, and then look in the Internal Users section.

The program has the ability to place the controls listed below on each card enabling it to be tailored specifically for individual departmental requirements: 

Spending Limit per Transaction
Spending Limit per Month (every 30 days) 
Transactions Allowed per Day
Transactions Allowed per Month (30 days) 
Merchant Category Code (e.g. – 5943 for office supplies. These are preset by vendor) 
Departmental Account Number 

Note: Controls are determined by departmental need.

13)
Authorized Credit Card Use

The unique credit card that the Cardholder receives has his/her name embossed on it and shall only be used by the Cardholder.  No other person is authorized to use the card or the account number on the card.  The Cardholder may make transactions on behalf of others in his or her department.  However, the Cardholder is responsible for all use of his/her card.

Use of the Credit Card shall be limited to the following conditions:

a. The Cardholder will purchase items and/or services that are consistent with the Cardholder’s organizational responsibilities and that are for the official use of Elon University.

b. The cost of the proposed purchase may not exceed the transaction limit established by the Department Chair/Manager and approved by the Procurement Card Administrator.  The Cardholder must not split a purchase into multiple transactions to stay within the single purchase limit.

c. All items purchased “over the counter” must be immediately available at time of credit card use.  No back ordering of merchandise is allowed.
14)
Unauthorized Credit Card Use

Cardholders will not use the credit card for the following unauthorized transactions:

a. Personal purchase or identification;

b. A single purchase of supplies or equipment that exceeds the Cardholder’s transaction limit;

c. Cash advances;

d. Telephone calls;

e. Personal travel and entertainment expenses;

*** The use of the Procurement Card to procure goods and services for other than the official use of ELON UNIVERSITY is fraudulent use.  An employee found guilty of fraudulent use may be subject to dismissal for detrimental personal conduct and may be subject to legal action.

15)
The Purchase Decision

Whenever making a credit card purchase, Cardholder will use his or her best judgment to obtain the best product at the best price for Elon. Each Cardholder is responsible for following procedures as set forth by the Elon University Purchasing Department.  It is the responsibility of the Cardholder to communicate with the Purchasing Department for any and all questions regarding the use of the card.  In addition, Cardholder will always consider the departmental budget guidelines when making purchasing decisions. 

16)
Transaction Procedure
Cardholder will retain documentation as proof of purchase for all Procurement Card purchases.  Such documentation will be used to verify the purchases listed on the Cardholder’s monthly statement of account.

a. When Cardholder makes a purchase over the counter (at vendor’s location), the Cardholder must present positive identification such as their driver’s license, retain the invoice and the “customer copy” of the charge receipt.  The Cardholder is responsible to check that the vendor lists the quantity, fully describes the item(s), and does not make arithmetic errors before signature on the slip.  

b. When making a purchase by telephone, fax or Internet, the cardholder must retain a copy of the order blank or the order confirmation.  When Cardholder receives the goods after placing the order, he/she must retain all shipping documentation and the invoice. This is to ensure proper documentation as part of the check and balance process.
c. The vendor may ask the billing address as a means of security verification.  IMPORTANT: The correct address for card verification purposes is, Elon University, 2950 Campus Box, Elon, NC  27244. Also, use the Purchasing phone number (278-5580) for verification. Please remember to give the correct address and phone number; otherwise your transaction may be turned down.  Ship to address may be as you require.
17)
 Procurement Card/Account Number Security and Storage 

Cardholders must always treat the University Procurement Card with at least the same level of care as one does their own personal credit cards. The card must be maintained in a secure location and the card account number should be carefully guarded. The only person entitled to use the card is the person whose name appears on the face of the card. All transactions on that card are the responsibility of that person.

The Departmental Liaison assigned to each Procurement Card will maintain the Cardholder's vendor receipts/packing slips/charge slips. All other documentation concerning the Procurement Card program will be maintained by the University Procurement Card Administrator located in the Purchasing Department. This documentation includes, but is not limited to, applications, Cardholder agreements, and copies of transmittals and correspondence with Bank of America. Vendor billing statements and reconciliation of accounting statements will be kept in the Accounting Office.

18)
Cardholder Liability 

The Procurement Card is a corporate charge card and will not affect your personal credit. It is your responsibility to ensure that the card is used within stated guidelines of this Manual as well as University Policies and Procedures relating to the expenditure of University Funds. Failure to comply with program guidelines may result in permanent revocation of the card, notification of the situation to management, and disciplinary action in accordance with University Policies and Procedures. 
19)
Credits 

The vendor should issue a credit to your card account for any item they have agreed to accept for return. This credit will appear on a subsequent statement. Under no circumstances should you accept cash in lieu of a credit to the Purchasing Card account. 

20)
Sales and Use Tax 

Purchases From Vendors Located In North Carolina - The vendor is responsible for collecting retail sales tax at the point of sale. The amount of sales tax should be indicated on the receipt provided by the vendor. 

Purchases From Vendors Located Outside North Carolina - The individual receipt provided by the vendor should indicate whether any out-of-state sales tax has been collected at the point of sale. 

21)
 Vendor Participation 

If a vendor frequently used by University employees does not accept the Visa card, the University will assist in recruiting the vendor to begin acceptance of the card. Cardholders should contact the Departmental Liaison or University Procurement Card Administrator when encountering vendors who do not accept the card. 

22)
 Verification Assistance 

Your Department Liaison and the University Procurement Card Administrator will assist the University in periodic verification of your compliance with the guidelines of the Procurement Card program, University policies and procedures relating to the expenditure of University funds as well as Cardholder Memo Statements and other required documentation. 

23)
Customer Service 

Bank of America Customer Service is available 24 hours a day, 365 days a year at 1-888-449-2273 or 1-800-300-3084 for: 

Reporting a lost or stolen card - Report any lost or stolen Procurement Card immediately to Bank of America. Be sure to notify your Department Liaison and the University Procurement Card Administrator about the lost or stolen card at the first opportunity during normal business hours.

Disputes or billing errors - You should always attempt to resolve any disputes or billing errors directly with the vendor. In most cases, the vendor will issue a credit to the card account. If an agreement cannot be reached with the vendor, you should contact Bank of America. Bank of America may request you to mail or fax to 1-888-678-6046 a signed "Dispute Form" to document the reason for the dispute. A "Dispute Form" is included as an attachment to this document. 

Nearly all issues can be resolved using this process. If you are unable to obtain an acceptable resolution, the Cardholder or Departmental Liaison must contact the University Procurement Card Administrator for assistance. The total amount billed by Bank of America will be charged to the individual departmental accounts and credits for disputed transactions will be posted to departmental accounts when credit appears on the Bank of America billing.

Account information - For general information, please make first contact with the University Purchasing Card Administrator located in the Purchasing office @ 278-5580. 

Erroneous Declines - There may be certain situations when a vendor receives a decline message when processing your Procurement Card transaction. If you do not know the reason for the decline, contact Bank of America at 1- 888-449-2273 for an explanation. If the decline was in error, the Cardholder should immediately contact the University Procurement Card Administrator for assistance. If purchase is being made outside of normal University business hours, the employee must find an alternate payment method or terminate the purchase and contact the University Procurement Card Administrator during normal University hours.
24)
Emergency Transactions 

In the event of an after-hours EMERGENCY only, contact the campus Security office @ 278-5555 for Administrator phone number(s). Emergency transactions over the Cardholder’s transaction limit may not be handled with the Procurement Card.  For any transaction that does not meet the spending controls assigned to the card, the Cardholder must contact their Department Chair/Manager. The Department Chair/Manager, in turn, should contact the Procurement Card Administrator if further assistance is needed.

	

DISPUTE FORM


Authorized By: ________________________________

Cardholder Signature

TO: BANK OF AMERICA   Phone __________________, Fax : 1-888-678-6046
Attn.: Commercial Card Services
Cardholder Statement of Disputed Item
	Company Name:
	

	Cardholder Name:
	

	Cardholder Account Number:       
	

	Statement Date
	Transaction Date
	Merchant Name/Description

	
	
	

	Amount
	Posting Date
	Reference Number

	
	
	


Check the description most appropriate to your dispute.  If you have any questions, contact Card Issuer.

	
	1.
	Alteration of Amount:

	
	
	The amount of the sales draft has been altered from  $
	
	to $
	


(Please include copy of sales draft)

	
	2.
	Unauthorized Mail or Phone Order:


I certify the charge listed above was not authorized by me or any person authorized by me to use this account.  I have not ordered merchandise by phone or mail, or received goods and services as represented above.

	
	3.
	Cardholder Dispute:


I did participate in the above transaction, however, I dispute the entire charge, or a portion, in the 

	
	
	amount of 
	$
	Because:
	

	
	
	
	
	
	

	
	4.
	Credit Not Received:


The merchant has issued me a credit slip for the transaction listed above; however, the credit has not posted to my account.  The date on the voucher is between 30 and 90 days old.  (Please include a copy of the credit voucher.)

	
	5.
	Imprinting of Multiple Slips:


The above transaction represents multiple billing to my account.  I only authorized one charge from this merchant for $ .                                 I am still in possession of my card.

	
	6.
	Merchandise Not Received:
	
	


My account has been charged for the above transaction, but I have not received this Merchandise.  I have contacted the merchant.

	
	7.
	Merchandise Not Received:


My account has been charged for the above transaction, but I have since contacted this merchant and canceled the order.  I will refuse delivery should the merchandise still be sent.

	
	8.
	Merchandise Returned:


My account has been charged for the transaction listed above, but the merchandise has been returned.  Provide a description of the circumstances.  (Please include postal receipt if applicable.)

	
	9.
	Inadequate Description/Unrecognized Charge:


I do not recognize this charge, Please supply a copy of the sales draft for my review.

	
	10.
	I am no longer disputing this charge.


MISSING RECEIPT AFFIDAVIT

(for use with Purchasing Card transactions)

I, 




, have either not received or have misplaced a receipt 
totaling $


 .  This expense was incurred on behalf of Elon University.

Date Expense Incurred: 





Reason For Missing Receipt: 








Detail of Expense (explain in box below):

	


I certify that the detail and amount shown above was expended for Elon University business purposes.  If charged to a grant or contract, I certify that the claimed expenses comply with the conditions of the grant or contract.

Cardholder Signature




Date

Supervisor Signature




Date

Supervisor Printed Name




Title
PAGE  
1

