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1.0
PURPOSE-OVERVIEW

The Western Oregon University Departmental Procurement Card (P-card) is designed to provide authorized faculty and staff with a cost effective and convenient method of procuring small dollar purchases.  As a Western Oregon University employee, you are being authorized to make purchases on behalf of your department.  Along with this authority comes responsibility.  Card users are expected to make sound business decisions in the best interest of the University and always comply with the policies and procedures set forth in this guide, the WOU Purchasing Policy, WOU Code of Ethics, and the OUS Purchasing-Procurement Card Policy.
2.0
ATTACHMENTS

2.1
Departmental Procurement Card Agreement


2.2
Sample "Purchasing Log"- daily sign in-out

2.3
FWRPLOG-Coincides with statement date

2.4
FWRUDST-P-card Undistributed Transactions


2.5
FWRCOMP-P-card Completed Transactions


2.6
P-card missing receipt memo
3.0
GENERAL

3.1
ABBREVIATIONS



3.1.1.
P-card

Departmental Purchasing Card


3.2
DEFINITIONS



3.2.1
Vendor

A company from which a cardholder is purchasing materials and/or equipment under the provisions of this procedure.



3.2.2
Buyers

Personnel who have written authorization from the card custodian/Account Manager to make purchases on behalf of the department.



3.2.3
Custodian/ Account Manager
The person responsible for safeguarding (secured in a locked cabinet) the cards of a department, maintaining complete and accurate records of card use, and preparing reconciliations between documents supporting charges on the cards, the statement of charges received from the bank and the FWRPLOG report.  Card Custodian/ Account Manager may be a card user.


3.2.4
Budget Authority/ Cardholder    

The person responsible for the index to which the card is charged.






Budget Authority/ Cardholder cannot be a card user.


3.2.5
Campus Coordinator/ Program Administrator     
The person responsible for P-card management at WOU. This person is responsible for ensuring that WOU’s procurement card policies are in compliance with the OUS/WOU policy, that the policies established by WOU are implemented, and that the card procedures are being followed.  Beverly Boersma is WOU’s Program Administrator.


3.2.6
  Statement of Account

Monthly listing of all transactions for each procurement card issued by the bank directly to the Custodian/Account Manager.
4.0
PROCEDURE

4.1
INTRODUCTION



4.1.1
Western Oregon University encourages the use of p-cards to facilitate purchasing.  The program was established in order to provide a more rapid turnaround of purchases for low dollar value goods, and to reduce paperwork and handling costs. Departments who have been issued credit cards may initiate transactions in-person, by telephone, or via the Internet, and receive goods within the limits of this procedure.  Payments to vendors are made via the Bank’s Visa settlement system. Accounts Payable makes settlements with the bank.




Use of card is strictly limited to payments for University business.
Personal charges of any kind are not allowed.  Each designated employee is responsible for the proper use and management of WOU issued p-cards as described in the policy and procedures guide.  WOU reserves the right to revoke card privileges for repeat offenses or abuse of card guidelines.

4.2
RECEIVING A CREDIT CARD


4.2.1
To establish a card at WOU, a Western Oregon University Departmental Purchasing Card Agreement must be completed. This agreement must be signed and completed by the Budget Authority/Cardholder the Custodian/Account Manager, and all authorized Buyers. All parties, by their signatures on the Departmental Purchasing Card Agreement, (Attachment 2.1) acknowledge having read the Agreement, understand it, and agree to be bound by its terms and conditions. Once all of the signatures have been obtained, each authorized Buyer must take and pass the p-card test, administered online through the Oregon University System.

After all individuals have successfully completed the p-card test, the Campus Coordinator/ Program Administrator will request the p-card from the bank. 
After the p-card is issued, any additional authorized card users must sign the Agreement and pass the online p-card test. The Campus Coordinator/ Program Administrator must be notified that a new user was added. Similarly, when an authorized user is removed or terminates employment, separation procedures must be followed to ensure that their name is removed from the authorized card user list, and that all parties involved in the program (Custodian/Account Manager, Budget Authority/Cardholder and Campus Coordinator/Program Administrator) are notified on a timely basis. 



4.2.2
Each Buyer will be issued a copy of this procedure. A person may not become a Buyer unless so authorized in writing by the Custodian/Account Manager and Budget Authority/Cardholder.



4.2.3
The Campus Coordinator/Program Administrator will maintain all records of credit card requests, limit changes, responsibility changes and lost/stolen/destroyed card information.


4.3
AUTHORIZED CREDIT CARD USE



4.3.1
The departmental procurement
 card will have the name of the department to which it is issued embossed on it. ONLY persons authorized on the DPC agreement form on file are authorized to use the card. Departments may not grant students authority to use the card. Buyers may make transactions on behalf of others in their department. The department to which the card is issued is responsible for all charges made with the card.


4.3.2
Use of the p-card shall be limited to the following conditions:




a)  Spending limits will be adhered to



b)  As applicable, Merchant Category Code blocking will be adhered to



c)  Cash advances will not be drawn using the departmental p-card

4.4
CREDIT CARD USE



4.4.1
The credit card WILL NOT BE USED for the following:

a) Personal purchases
b) Cash advances

c) Computer hardware/software/peripherals

d) Telephone calls/monthly service

e) Capital equipment and upgrades (40101, A8011 account codes)

f) Other capital expenditures (401xx, A80xx account codes—with the exception of 40190-Library purchases which are allowed )
g) Travel

h) Leases (242xx account codes)

i) Dues and memberships (28901, 28902, 29005 account codes)

j) Employee-related tax reportable/1099 expenses (285xx account codes)

k) Purchases involving the following account codes:
· 20169
Awards and prizes

· 28610   Entertainment

· 28611
Refreshments and food – departmental

· 28612 
Hosting groups and guests

· 28613 
Public relations/fundraising
· 2863x   Non-OUS participant support



4.4.2
Credit card may be used for the following:

a) Office Supplies 

b) Teaching/Research/Laboratory Supplies

c) Housekeeping/Maintenance Supplies

d) Computer Supplies (Toner, Removable Disk Media, and Flash Memory)
e) Materials for minor repairs 
f) Non Capitalized furniture / equipment
g) Subscriptions

h) Conference/Seminar Registrations (not entertainment)
i) Publications/Reprints/Reference materials
j) Fees and services (245XX-24999, 251XX account codes)
k) Maintenance and Repairs (235XX account codes)
l) Rentals



4.4.3
The Custodian/Account Manager and authorized buyers assume liability for the total dollar amount of both authorized and unauthorized purchases plus any administrative fees charged by the bank in connection with card misuse.  The card may also be revoked.  In the event of criminal misuse of the card, the person making the purchases may also be subject to disciplinary action up to and including dismissal and criminal sanctions.


4.5
MAKING A PURCHASE



4.5.1
Procurement procedures permit the purchase of goods to be made from a "Vendor of Choice".  This implies the possibility of not comparing sources or competition between vendors.  However, it is WOU policy to seek competition and the lowest prices within the parameters of quality and delivery.  All purchases must be made within the WOU Code of Ethics.  Accordingly, whenever making a credit card purchase, Buyers will check as many sources of supply as reasonable to the situation to assure best price and delivery.  Also, where practical, consideration should be given to minority, women, and emerging small businesses (MWESB).  Where appropriate, the Purchasing Department will establish pricing agreements and identify the preferred suppliers.


4.5.2
Buyers will use the following checklist when making a purchase:
a) If vendors furnish standing price quotations or catalog prices on a recurring basis, check that the price listed is current.

b) Determine if the goods are available, meet the specification and delivery requirements, etc.:





1.
Confirm that the vendor agrees to accept VISA.





2.
Direct the vendor to include the following information on the shipping label and packing list:







Cardholder's name and telephone number;







Complete delivery address;





3.
It is extremely important that documentation concerning all purchases be sent to the buyer ordering the merchandise.  This will ensure that the documents necessary to reconcile the monthly statement are available.








4.
If necessary, advise the individual within your area who receives merchandise of the vendor's name and order number, anticipated delivery date, number of boxes expected, carrier (UPS, Fed Ex, etc.).  Ensure that the buyer is notified when delivery is made.



4.5.3
Internet purchasing requires additional efforts to safeguard institutional funds.  The following recommendations are a minimum.

a) Reputable vendor – Ensure vendor is an established company that can fulfill your order.  
1. Always obtain the Company Name.  
2. Always obtain a contact name and telephone number.  
3. Screen print appropriate information such as product description, pricing, and any special terms and conditions.

b) Secure site– Ensure the internet site uses encryption technology to keep financial information safe.  You should be able to find a security logo or statement to the effect that the site is secure.

c) Declined transactions – Transactions may be declined by “blocked” merchants, certain classes of merchandise, or for transactions that exceed the dollar limits of a card.  If a cardholder thinks a transaction should not have been declined, they should contact the Program Administrator.  The Administrator will research and discuss the matter with US Bank.


4.6
Purchasing Card Returns 

4.6.1
If an item is not satisfactory, received in error, damaged and/or defective, duplicate order, etc., the buyer should make contact with the vendor to explain the problem and inquire about return policies. Do not accept cash or coupons back from the vendor when an item is returned or credit is due.


4.6.2
If a supplier does not agree that an error had been made, the Custodian/ Account Manager should process the dispute using the method available through the US Bank website. The Custodian/ Account Manager must notify US Bank.  US Bank will research the disputed charge and make any necessary adjustments.  A disputed charge will remain a part of a card’s account balance until the dispute has been resolved.  Retain all correspondence involving disputes in your Procurement Card file.

4.7
RECORD KEEPING



4.7.1
Whenever a credit card purchase is made, either over the counter, by telephone, or by internet, documentation will be retained as proof of the purchase.  Such documentation will be used to verify the purchases listed on the monthly statement of account. 



4.7.2
When the purchase is made over the counter, the buyer will retain the invoice and "customer copy" of the charge receipt.  The Buyer is responsible to check that the vendor lists the quantity, fully describes the item(s), and excludes sales tax, prior to the Buyer signing the slip. 



4.7.3
All purchases will be recorded on a “Purchasing Log”.  An example of this log can be found as Attachment 2.2.  The purchasing log tracks expenditure activity and will reconcile to the FWRPLOG Banner report (Attachment 2.3).


4.7.4
When the goods are received, retain all shipping documentation.

4.8
Payment and Account Distribution of p-card charges and credits


4.8.1
Payment to US Bank for p-card purchases is remitted centrally by WOU Accounts Payable office.  Individual departments do not make payments directly to US Bank.


4.8.2
US Bank will feed purchase and credit transactions into Banner daily.  These transactions are loaded into Banner’s FAAINVT form.  Each Custodian/Account Manager will use the FAAINVT form to access their transactions and distribute them to the appropriate accounting elements.  The Custodian/Account Manager  and Budget Authority/Cardholder will receive an email when he/she has transactions to distribute.  The distributions should be done as soon as possible.  The Campus Coordinator/ Program Administrator will provide instructions on how to distribute the transactions on the FAAINVT form.  If the amounts are not distributed on a timely basis, the Custodial/Account Manager and Business Manager  will receive a warning email, and the cards may be revoked.

4.9
REVIEW OF MONTHLY STATEMENT



4.9.1
At the end of each billing cycle, the custodian/Account Manager will receive directly from the Bank his/her monthly statement of account that will list the transactions for that period.  If a statement is not received, contact the Campus Coordinator/ Program Administrator by the 5th of the following month.
5.0
MONTHLY REVIEW AND Reconciliation


5.0.1
The monthly review and reconciliation by the Custodian/Account Manager shall include the following:
a) All transactions on the bank statement are listed on FWRPLOG.
b) All FWRPLOG transactions exist on the bank statement.
c) All transactions have been distributed on FAAINVT.
d) Supporting documentation exists for all transactions.  Supporting documentation includes original sales documents (packing slip, invoice cash register tape, credit card slip) and any shipping and receiving documentation.



5.0.2
If a Custodian/Account Manager does not have supporting documentation of a transaction he/she shall attach a completed WOU Procurement Card Missing Receipt Memo (Attachment 2.6). 


5.0.3
Purchases or credits listed on the purchasing log, but not present on the bank statement, should be noted and all supporting documentation RETAINED by the Custodian/Account Manager until the next monthly bank statement is received.  If a purchase or credit does not appear on the statement within 60 days after the date of purchase, the Buyer or Custodian/Account Manager will notify the Campus Coordinator/Program Administrator.


5.04.
Once the bank statement is reconciled, the Custodian/Account Manager shall sign a copy of the purchasing log and the FWRPLOG report, attach the bank statement and all supporting documentation (neatly attach in FWRPLOG sequence), and forward all to the appropriate Budget Authority/Cardholder for approval.  The Custodian/Account Manager signature/ approval of the FWRPLOG indicates that all buyers listed on the purchasing log were authorized to make those purchases and all purchases were made in accordance with applicable procedures and policies.



After obtaining the Budget Authority/Cardholder approval, all reconciliation documentation (bank statement, purchasing log copy, FWRPLOG report, and supporting documentation) must be forwarded to the Campus Coordinator/Program Administrator  in the Business Office by the 25th of the following month. 
The Campus Coordinator/Program Administrator will review and sign the submitted monthly documentation verifying compliance with current purchasing policies, appropriate signatures and verification of supporting documentation.


5.05
If the reconciliation routine is not adhered to, the credit card may be revoked. The careful matching of complete supporting documentation to FWRPLOG and the bank statement is vital to the success of this program


5.06
The Custodian/Account Manager shall retain the following in their department file: a) Original purchasing log




b) Copy of bank statement



      
      c) Copy of signed FWRPLOG



     
      d) Copy of all supporting documents

6.0
CARD SECURITY


6.1.1
It is the Custodian/Account Manager/Buyer’s responsibility to safeguard the credit card and account number to the same degree that he/she would safeguard his/her personal credit information.  All cards should be kept in locked storage after office hours or when unattended.




The Custodian/Account Manager/Buyer must not allow anyone not authorized in writing to use his/her account number.  A violation of this trust may result in having his/her card withdrawn and, as appropriate, disciplinary action.



6.1.2
If the card is lost or stolen the Custodian/Account Manager/Buyer will immediately notify the Bank at 1-800-344-5696.  Outside the United States call 1-701-461-2010. Bank representatives are available 24 hours a day.  Advise the representative that the call is regarding a Visa Purchasing Card.




The Program Administrator is also to be notified at 88958.



6.1.3
A new card shall be issued after the reported loss or theft.  A card that is subsequently found after being reported lost shall be cut in half and returned to the Program Administrator.  

7.0
CARDHOLDER SEPARATION
7.1.1 Prior to separation from the University, the Custodian/Account Manager and Budget Authority/Cardholder will notify the Program Administrator at 88958 to arrange for a transfer of purchase authorization.  Buyers who separate from the University will have their written authorization to purchase revoked by the Custodian/Account Manager.  
8.0
TRAINING
8.1.1
All Procurement Card Custodians/Account Managers, Buyers, and Budget Authorities/Card Holders are required to pass the OUS Procurement Card Training Quiz.  Contact the Program Administrator for information.
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