Purchasing Card User Group Meeting
Minutes and Follow Up
November 18th and 19th, 2009

LAB Audit Recommendations

Reduce spending limits and close cards

· DOA could create a best practice guideline for running an Access Online report on regular basis (can create challenge for individual workloads)

· DOA could outline policy in PRO-E-23 –(UW System policy further clarifies)

· Ask LAB for inactive card list for interested agencies to close accounts

· Transaction Management for agencies with ability to reallocate funding strings in Access Online to decrease the number of active cards – upload to WiSMART
· HR departments could email terminated employee lists to close cards

· Consolidated Agencies Purchasing Services (CAPS) implications for termination procedures?
· Use effective dating in Access Online and reduce limit to $1.00

· DOA should work with US Bank to generate automatic periodic report sent to program administrators to review open cards and limits

· Program administrators could email cardholders if card unused for six months and give cardholder time to respond before closing card

· Important to use “T9” status versus “V9” as “T9” signals beginning for Visa liability waiver program

Develop procedure for documenting business purpose

· Add business purpose column to purchasing card log (DOA form)
· “Comment field” cardholder report for UW-System could be created in Access Online for other agencies

· Develop policy that requires cardholders to document business purpose but does not specify dollar threshold or procedure for doing so – leave it to the agencies to decide; possibly a best practice instead of policy

· Could email procedure for those users without access 

Travel Prohibitions

· Include travel prohibitions in cardholder training

· Develop a quick tips sheet

· Create a wallet card with policies specific to travel

· OSER tri-fold brochure; have OSER respond and deliver? Issue with site navigation (on web site within 2009-2011 Comp Plan)

Ineligible Vendors

· DOA should make the contract compliance list available to those without VendorNet login

· Create a link with policies

· US Bank can upload vendors by Tax ID to “flag” ineligible

· Monthly web posting; need printer friendly for field offices without computers

Training

Components of a DOA standardized cardholder training should include:

· No services/1099 reportable services

· Serial purchasing

· Fuel prohibition

· All DOA policies

· PRO-E-23

· State Accounting Manual

· System parameters

· Mandatory contracts

· Purchase from them first

· Where to find listing/contracts

· Card for state business only
· Requirement to sign and submit purchasing card log

· Record keeping for cardholder

· Documentation requirements

· Fraud and how to handle

· Do’s and Don’ts of use – Absolutes

· No individual meals

· No personal use

· Receipts – storage and what constitutes an original (online, phone?)

· Travel contracts – use with and where to find

· Tax exemption (sales, local)

· Allowable and non-allowable items

· Documentation

· Overview of process

· Lifecycle/calendar 

· Ineligible vendors – provide list and explain where to find 

· Procurement policies and Purchasing 101

· Commonly questioned purchases (i.e. flowers)

· Cardholder responsibilities

· Resources – which ones and where to find

· Disputes versus fraud – definitions and processes for handling

· Purchasing or decision flow chart (CAPS example)

Follow-up
Links to Resources:
· Uniform Travel Schedule Amount 
· State Accounting Manual (SAM) 
· Chapter V: Purchasing card policies in SAM: 

· IRS Taxable Fringe Benefits Guide 
· IRS Publication 535
· Ineligible Vendor List
· Purchasing Card Policy PRO-E-23
· Purchasing/Travel/Fuel Card Contract 15-94635-401
· CAPS flow chart
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