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7.1	The purpose of this policy is to establish guidelines for the use of UCA purchasing cards by employees.  Any employee issued a UCA purchasing card will adhere to the policies and procedures of the Program Administrator, Site Coordinator and Director of UCA.
7.1.1	General Provisions
A. The purchase card program is intended to reduce the use of petty cash, requests for checks, and the use of personal funds reimbursed for employer expense.
B. The program must not avoid or bypass any purchasing policy and procedures regarding bid requirements.
C. The card is not to be used for any personal use.
D. The program can be used for in store purchases as well as mail, telephone, or online orders. No personal accounts such as EBAY or Amazon will be used to make UCA purchases.  Accounting will establish UCA accounts with businesses such as EBAY or PayPal where necessary to conduct expedient transactions.  Employees shall not register any UCA purchasing card account number on any personal account for the purpose of UCA purchases. 
E. Employees to whom cards are issued are responsible for the security of the card and the transactions made by the card.  The card is issued in the employee’s name and it will be assumed that any purchases made with the card will have been made by the cardholder.  Failure to comply with the procedures established for this program may result in severe consequences, up to including termination of employment and, where applicable, criminal prosecution. 

7.1.2 Responsibilities
A UCA Site Coordinator will be established and oversee the purchasing card program for UCA.  By policy the site coordinator will not have a purchase card issued to them.  The Executive Director will ensure all policies and procedures assigned to the site coordinator are followed.
Summary of Site Coordinator Duties 
A. Oversee the Purchasing Card Program for UCA.
B. Identify, evaluate, and submit for approval to the Executive Director the need for a purchasing card based upon an employee’s job requirements. 
C. Re-evaluate the need for a purchasing card whenever a cardholder’s job requirements or status changes.
D. Approve all purchasing card application forms.
E. Submit for approval to the Executive Director the setting of transaction limits and vendor blocks.
F. Monitor the use of cards within UCA assuring changes are made according to State and UCA policy.
G. Provide ongoing training to cardholders on the use of the purchasing card.
H. Provide up to date information to all UCA employees involved with the purchasing card.
I. Assist cardholders in verifying and resolving returns, credits and discrepancies, as needed.
J. Attempt to resolve disputes with vendor and/or Bank not resolved by cardholder. (Note: there is a 60-day period for resolution of disputes.)
K. Ensure timely credit card statement reconciliation and approval for all cardholders.
L. Verify that all charges against the cardholder’s account are substantiated by proper and complete documentation (receipts).
M. Maintain the Purchasing Card Logs with reporting documentation in a secure location at all times (locked cabinet is required) in compliance with State guidelines for record retention.
N. Retain receipts, invoices, and purchasing card statements for a period of seven years.
O. Notify Purchasing Card Administrator of lost or stolen cards.
P. Collect and destroy cards from cardholders who terminate employment or when card use is no longer a need.
Q. Request the Purchasing Card Administrator change account codes for cards as needed. 
R. Notify the Purchasing Card Administrator when there are changes in roles within UCA (e.g., new/replaced card, coordinator, or a change in those with rights to view transactions).
S. Assist Purchasing, Accounting, plus any other reviewers and auditors in examining the department’s Purchasing Card Program.
T. Report continuous failure by a cardholder to follow purchasing card policy to the Executive Director.
U. Report incidences of possible purchasing card abuse to Executive Director, Accounting, or Internal Audit, as appropriate for investigation.
V. Alert the Executive Director of UCA, Purchasing Card Administrator, Accounting, or the Internal Auditor if you suspect a purchasing card is being used inappropriately.

7.1.3 Procedures

A. Individuals who have received approval from the Executive Director to be issued a UCA purchase card will complete the purchasing card application and provide their signature agreeing to the terms of issuance.
B. Cardholders will receive purchase card training from the site coordinator prior to cardholder use.
C. Assignment of cards is based on the needs of each individual to purchase goods for the organization.  Merchant Category Codes (MCC), single transaction limits, monthly total limits will be set by the site controller through approval of the Executive Director. Typical limits will be set at $1,000 for single transaction and $5,000 monthly total limit.  Short term or permanent adjustments to these limits are created by the site controller, approved by the Executive Director, and submitted to the Program Administrator for execution.  There is a set of MCC that are always blocked with a few that may be activated on a case by case basis through approval. 

D. Employees Issued Cards
1) Cards are for UCA related expenses only.
2) Itemized receipts for all transactions are required to be obtained by the employee upon purchase with a card. No Exceptions!
3) As charges occur employees will submit the receipt to accounting which in turn will file with an employee’s “purchase card transaction log” for later employee reconciliation and manager approval.  Upon accounting receiving the monthly purchase card statement, the employee will complete their monthly transaction log with original receipts attached. The manager will then review the log and receipts for final approval. Accounting will review the individual account log and original receipts to ensure it matches the purchase card monthly statement. The employee signature represents submission of truthful and accurate purchase card use according to policy. The managers signature represents the purchases followed policy and were business appropriate. 
4) All charges on a UCA card have a valid business purpose. When the purchase card is used for business meals other than travel, other attendees and the purpose of the meal shall be recorded.  Each cardholder must include the identifying vendor/description, attendees, purpose. The meal receipt shall include the itemized order total and the purchase card receipt with the tip amount.  This is to ensure only proper meal items (no alcohol) are purchased.
5) Travel expense provision: Where an employee has been approved for Travel Merchant Category Codes the following applies:
i. Travel expenses for use on purchasing cards is limited to airfare, hotels, transportation, meals involving other non-UCA government officials or clients and potential clients of UCA and other authorized business related expenses. 
ii. Personal meals and incidental items shall be paid for by using a cash advance of per diem and shall not be charged to a UCA purchasing card.  Per diem advances will be based on IRS allowances for the destination city.
iii. No alcoholic beverages, whether in conjunction with a meal or not may be purchased.
iv. No purchase of item for personal use.

E. Examples of Purchase Card Use:
The card may be used to purchase from State Contracts. In accordance with State Procurement Code, any transaction not on contract and exceeding $1,000 must be accompanied by a minimum of two telephone or electronic mail quotations. Any transaction over $5,000 and not on State contract must go through our regular bid process.
1) Business related uses, subscriptions, seminars, dues, books, training supplies.
2) Office supplies, furniture.
3) Small tools (purchase/rental), electrical, safety, building operation and maintenance supplies.
4) Certain allowable travel expenses (as long as MCC is approved for individual).
5) Vehicle maintenance

F. Examples when Purchase Card should not be used:
1) Any merchant, product, or service normally considered to be inappropriate use of UCA funds.
2) Capital Equipment purchases/repairs.
3) Where per diem advances for travel have been issued.

G. Purchase Card Violations
1) Personal use of UCA purchasing card. (Strictly prohibited!)
2) No computer software or hardware equipment without prior authorization from UCA IT Manager.

H. Disciplinary Action for Missing Receipts
1) The first month in which a purchase is made with no corresponding receipt a written reminder to the employee and a copy to their supervisor will be completed by the site coordinator.
2) The second month in which a purchase is made with no corresponding receipt, the card will be suspended for 14 days by the site coordinator through the Program Administrator.
3) The third month in which a purchase is made with no corresponding receipt, the card will be revoked.  Reinstatement can only be authorized by approval of the UCA Board through a request of the Executive Director.

I. Reconciliation and Payment
The site coordinator will match the purchase transaction logs with attached receipts for every cardholder with the monthly reconciliation statements from the Program Administrator. Any discrepancies will be attempted to reconcile by the involved employee, site coordinator, and program administrator. The site controller will submit completed and reconciled transaction logs with receipts and monthly reconciliation statements to accounting for payment of monthly purchasing card totals for UCA.
J. Audits

Random audits may be conducted for card activity, retention of receipts/sales slips, as well as for the purchase card log by the Accounting department, UCA Board Audit Committee, or during annual audits performed upon UCA.




