PURCHASING CARD CARDHOLDER TRAINING

OVERVIEW 

The Purchasing Card program (P-Card) policies and procedures have been developed by the Department of Administration (IDOA), the Office of Management and Budget (OMB), State Board of Accounts (SBOA) and the Auditor of State (AOS). They have been designed and intended to more effectively meet your payment needs for small one time non-repetitive purchases.  The P-Card is a tool that facilitates the timely acquisition of materials, automates data transactions for accounting purposes, and offers flexible controls to help ensure proper usage. 

The P-Card reduces the time and paperwork associated with purchase orders under the specified P-Card transaction limits, invoices and checks. The P-Card also offers an alternative to a variety of processes including petty cash, check requests, Special Disbursement Office (SDO), and low dollar purchase orders. The P-Card is not intended to avoid or bypass appropriate procurement procedures, but rather, to complement the existing processes available. 

IMPORTANT CONTACTS

Jeania Geer (jgeer@idoa.in.gov) or Teresa Bucker (tbucker@idoa.in.gov) for questions related to PeopleSoft training.

Lottie Hooyer (lohooyer@idoa.in.gov) for questions regarding the P-card program.

Agency Program Administrator for agency use of program.

Chase customer service number 1-800-270-7760  (You will need to provide your full account number.)
BASICS ABOUT CARD AND USE
The P-Card is a Visa Card issued by JPMorgan Chase Bank. It is gray in color containing a State of Indiana logo.  It works much like a personal credit card.  The P-Card will have no impact on your personal credit. Although the Purchasing Card lists an individual's name, it is a corporate card issued to the State of Indiana. 

To protect the cardholder and the state each card has custom designed features, with built-in controls, to meet the specific needs of the cardholder and the agency.  These limits have been developed by IDOA and the cardholder’s agency. 

Please remember that you are committing agency funds each time you use the P-Card. You are the person responsible for all charges made to the card that has been issued to you. Intentional misuse or fraudulent abuse may result in disciplinary action up to and including dismissal.
The P-Card may be used to purchase approved goods at the point of sale, over the phone, by fax, internet or by mail. 

When the vendor requests a purchase authorization, the Visa Card system validates the transaction against pre-set limits established by the agency and IDOA. All transactions are approved or declined (instantaneously) based on the Purchasing Card authorization criteria assigned to the individual card. 

CARD RESTRICTIONS
The P-Card is to be used for official State of Indiana purchases on behalf of the Agency for which he or she is authorized to purchase.  The P-Card may be used for purchases within you individual account limits.  
Most cards will have a single transaction purchase limit not to exceed $500.  The monthly credit limit is determined by the agency based on the purchasing needs of the cardholder’s job responsibilities. 

Each card has an approved or excluded commodity code group (Merchant Category Codes - MCC) established by the Agency and IDOA and encoded into the magnetic strip on the reverse side of the card).  This MCC group establishes the places and types of items a cardholder can purchase.  

These limits are established for each individual card by the Agency with assistance from IDOA.  If any of the pre-set limits are reached the transaction will be denied.
DETERMINE IF PURCHASE IS ALLOWABLE ON P-CARD
1. Is the item(s) on a current Quantity Purchase Agreement (QPA) or provided by IN-ARF or PEN Products?  QPA listing is at http://www.in.gov/idoa/2449.htm.  PEN Products catalog is at https://secure.in.gov/apps/doc/penproducts/.  IN-ARF products can be found at http://www.inarf.org/state_use/default.asp.  

If the item you are ordering is available from a QPA, PEN Products or IN-ARF, the order must be placed through the cardholder’s procurement division.  DO NOT USE A P-CARD.

If the item is not offered from these sources continue to the second question.
2. Is the item prohibited?  

Prohibited items are:

· Travel-related expenses such as hotel charges, vehicle rentals.
· Vehicle expenses

· Fuel

· Liquor

· Furs, Diamonds

· Escort Services

· Printing Services

· Any items specifically identified by your agency plan

If the item is not prohibited then continue to the final question.

3. Is the transaction total $500 or less and a non-repetitive purchase?  A transaction can not be artificially divided into multiple transactions to be under the $500 limit.  (Statue IC 5-22-8-1)  If you find that you need to purchase same/like items more than once, contact your purchasing office to request a QPA be established.
If the transaction fits all of these criteria you can use the P-Card for the purchase.
EXCEPTIONS/EMERGENCIES  

Please refer to your agency's policies and procedures for specific exceptions to this policy as required by your agency. 

In the case of an Emergency a cardholder may purchase an item that can be provided from a QPA, PEN Products or IN-ARF when there exists, a threat to public health, welfare, or safety.  Documentation must be kept with the purchase receipt for this purchase.
TRANSACTION PROCESSING (CARD USE)

1. Determine if purchase is allowable on P-Card.

2. Tell the vendor that you are from the State of Indiana and you will be making a Visa Card Purchasing Card purchase. Emphasize that it is a tax-exempt purchase. Please note: the tax-exempt number may be imprinted on the card under the cardholder name if authorized by your agency. However, this information is not automatically passed to the vendor through the magnetic strip. 

3. If the purchase is being done over the phone, internet or mail order provide the vendor the account number and expiration date on your P-Card. Important: Tell the vendor that the address label/packing slip that accompanies the package must contain the following information; cardholder's name, agency name, building and room number, street and city address. Packages that are not labeled as described may delay the delivery of items ordered indefinitely. Under no circumstances should the vendor indicate the Purchasing Card number on any address label or packing list. Listing this information would threaten the security of your card. 

4. If the purchase is being done in person, present the P-Card to the vendor for use.

5. Retain all documentation pertaining to the purchase. This will include but is not limited to: receipts, invoices, packing slips.
6. Inspect the shipment when it is received or picked up. If the item is damaged or incorrect, the cardholder is responsible for coordinating the return directly with the supplier.
7. W-9 or direct deposit forms are never needed to be collected.

MONTHLY CARDHOLDER STATEMENTS 

Each cardholder will receive a statement from JP Morgan Chase Bank on a monthly basis for all transactions posted (completed) on their card. If the cardholder has more than one card they will receive a statement for each card in their name.  The cycle cutoff date is the 15th of each month. This means the statement will be to the cardholder around the 20th of each month.  The statement identifies each transaction made with the P-Card during the billing cycle, and must be reconciled against the receipts/invoices. 

RECONCILING YOUR ACCOUNT 

Compare each transaction on the statement with each transaction from your receipts/invoices.  If you are missing a receipt/invoice and are not able to obtain a copy from the merchant, complete the Certifications for Missing Receipt form, SF 42275 at http://www.in.gov/icpr/webfile/formsdiv/.  IDOA suggests that each cardholder reconcile their account information and provide it to their accounts payable section within ten calendar days from receipt of their invoice.  Follow your agency’s procedures and time line for submission of your reconciled statement for payment.  To avoid late payment fees from Chase, it is recommended by IDOA that all statements are reconciled by the 5th calendar day from receipt of the statement by cardholders.  This will allow a payment to be processed within an acceptable timeframe to allow for payment by the Auditor’s Office within the 35 days the State must pay.  Not reconciling a cardholder statement in a timely manner can result in grounds for card revocation or suspension.

If a discrepancy is identified during your reconciliation you must follow the procedures in the section on Resolving Statement Errors and Disputes.  
PAYMENT OF STATEMENT

The agency may choose to pay either from the individual cardholder’s statement or from the agency’s central bill statement.  The payment should be processed and to the Auditor’s Office by the first week of the month to allow sufficient time to complete the payment process.  The agency will pay Chase via a claim voucher(s).  The agency should determine the proper accounting codes for each purchase.  This might produce multiple claim vouchers for each statement.  If multiple vouchers are necessary the agency will need to make a copy of the statement for each claim voucher highlighting which lines are being paid on the attached claim voucher.  The agency should not send receipts with the claim voucher.  
To properly process the claim via PeopleSoft each voucher will need a different invoice number.  To satisfy the PeopleSoft requirement and to allow Chase to credit payments to the correct account; IDOA and AOS suggests that the invoice number should be the last 10 digits of the account being paid followed by the date and then a unique identifier.  If there is only one voucher created for the statement a combination of the month and year can be used after the account number.  

Here is an example:  1234567890-03-01-09-DNR1234.  This will allow Chase to place the payments on the correct account.

RESOLVING STATEMENT ERRORS AND DISPUTES 

If an error is identified on the statement the cardholder is responsible for resolving the error with the identified merchant.  Most errors and disputes can be resolved directly between the cardholder and the merchant. However, if there is a charge that is not recognized by you, or if it appears to be an incorrect amount, and you are unable to come to a resolution with the merchant, the charge must be disputed through Chase.  The cardholder should contact the Chase customer service number to start the dispute process within thirty (30) days of the date on the cardholder statement.  The Agency Program Administrator must be contacted about the dispute and can help the cardholder with the process if necessary. 

Purchasing Card accounts will be paid in full unless there is a disputed transaction. When submitting a claim containing a disputed transaction make a note on the statement highlighting the disputed purchase and the date Chase or the merchant was notified of the dispute and attach the statement to the voucher paying the other purchases listed.  If the disputed item is the only item listed on the statement do not submit a voucher for payment.  When JPMorgan Chase Bank has completed the investigation, you will be notified of the resolution. If the dispute is settled in your favor, your account will be credited for the disputed transaction amount. 

WHAT TO DO IF YOUR CARD IS LOST OR STOLEN 

The P-Card should be secured, just as you would secure your personal credit cards. If your P-Card is lost or stolen, it is your responsibility as the cardholder to immediately report this to Chase and the Agency Program Administrator.  
Immediately contact JP Morgan Chase Bank at 1-888-307-2990. (JP Morgan Chase Bank representatives are available 24 hours a day, seven days a week.) 

REFUSAL OF CARD OR ACCOUNT 

Should you be declined at the point of sale for any reason, please contact your Agency Program Administrator. Every effort will be made to determine why your card was declined.  Once the reason has been determined you will be notified by the Agency Program Administrator on the reason and if the purchase can be completed.
CHANGE OF EMPLOYMENT

If a cardholder’s employment is changed either by leaving an agency or separation from State employment the cardholder must turn in the assigned P-Card to their supervisor.  All receipts for purchases that have not been reconciled must be provided to the supervisor also.
CARD SUSPENSION

If a cardholder does not follow the policies and procedures as developed by IDOA or the cardholder’s agency the cardholder could face discipline up to and including termination of employment.  
CARD ACTIVATION

Each cardholder must activate their card upon receipt.  When asked for the last four digits of the cardholders Social Security Number it is actually the last four digits of the cardholders PeopleSoft HR ID.  The mother’s maiden name is the pass word provided on the cardholder’s application for the card.  If a cardholder has forgotten either of these items please contact the agency program administrator or Michael Sturm for help. 
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