FLORIDA GATEWAY COLLEGE
POLICY FLORIDA GATEWAY COLLEGE

________________________________________________________________________

TITLE:  Purchasing Card Program
                                         NUMBER: 6Hx12:05-17
________________________________________________________________________

AUTHORITY:  District Board of Trustees                                 PAGE:  1 OF 1
________________________________________________________________________

RESPONSIBILITY:   Vice President of Business Services
________________________________________________________________________

OTHER:  






     DATE: See History Below               

________________________________________________________________________
It is the policy of the District Board of Trustees to authorize the administration of a Purchasing Card (P-Card) Program, which is structured with procedures and training to allow for a streamlined payment process by delegating certain authority and responsibility to cardholders.

Failure to follow the Florida Gateway College P-Card procedures may result in the employee being held personally liable for unauthorized purchases, revocation of P-Card privileges and/or disciplinary action up to and including termination of employment.

A report of the P-Card Program will be provided to the District Board of Trustees on an annual basis for review and discussion. 
History:  Adopted: 10/11/16; Effective: 10/11/16
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GENERAL GUIDELINE:

This program will allow the Cardholder to purchase approved commodities and services directly from vendors.  Each Purchasing Card (P-Card) is issued to a named individual and Florida Gateway College, except for a group assigned to Business Services Office, which are checked out for travel purposes.  The P-Card is intended to complement the purchase order process and not replace it.  Failure to follow the Florida Gateway College P-Card procedures may result in the employee being held personally liable for unauthorized purchases, revocation of P-Card privileges and/or disciplinary action up to and including termination of employment.

PROCEDURES:
1. Issuance of the P-Card

a. All requests for a P-Card can be made via the P-Card Application, which is accessible on the College intranet and requires the approval of the Budget Manager, appropriate Vice President, Vice President for Business Services, and President.

b. P-Cards will be issued to full-time employees only.  No student employees or temporary employees may be issued cards.
c. The cardholder will be required to attend a training session on the use of the P-Card and the reconciliation process before use can begin.

d. The cardholder must sign the Cardholder Agreement Form before card will be distributed.

2. Card Usage

a. The P-Card may only be used by the employee whose name is embossed on it.  The cardholder may authorize another individual to make certain types of transactions with the card, by completing the Authorized Representative Form.  No other person is authorized to use the card.
b. The cardholder may initiate college-related purchases for his/her designated department on behalf of the department staff.  Cardholder may initiate purchases for another department only with the written approval of the budget manager.
c. The cardholder should inform the vendor that the purchase is for official State of Florida purposes and therefore, is not subject to Florida sales tax.  
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It is the cardholder’s responsibility to have the tax removed if/when tax is charged.  Out of state businesses are not obligated to honor the college’s tax-exempt status.
d. If orders are placed by telephone or the internet, the cardholder must confirm that the vendor will charge the P-Card only when shipment is made and only for the goods being shipped so that receipt of the commodities may be certified on the monthly statement of account from Bank of America.  Cardholders will obtain the total cost of the order from the vendor (Including shipping, if applicable) before placing the order to ensure that it does not exceed the cardholder limit.

e. If an item needs to be returned, the cardholder should return the item(s) to the vendor within ten (10) business days for replacement or credit.  Any action taken under this provision shall be documented in writing.  Under no circumstances, should the cardholder take cash for returned merchandise.
3. Card Limit

a. Each P-Card has a set single and monthly spending limit per billing cycle.
b. The cardholder may request a temporary spending limit increase by completing the Limit Increase Form.

c. The cardholder may request a permanent limit increase by completing the Limit Increase Form.  All approved permanent increases will be monitored to ensure that increases in place are still warranted.

d. All limit changes are approved by the Vice President for Business Services.

4. Authorized Uses of P-Cards
a. Purchases that exceed $500 must be approved through a Banner requisition before the transaction takes place.  In the event of an emergency or special circumstance the President or Vice President for Business Services has the authority to approve exceptions.

b. The P-Card may be used for the following:

i. Membership dues & fees.

ii. Educational materials, supplies, and services.

iii. Maintenance supplies.

iv. Textbooks.

v. Food for resale and food for student activities or public events.
vi. Approved travel related expenses.

5. Prohibited Uses of P-Cards

a. The P-Card may NOT be used for the following:

i. Personal items of any type.  The use of the P-Card for personal expenditures is strictly prohibited.

ii. Cash advances.

iii. Rental or lease of land or buildings.
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iv. Long distance telephone calls

v. Purchase of consultants or personal services.

vi. Alcoholic beverages.

vii. Non-college related purchases.
viii. Orders for services, except minor repairs (less than $250) to equipment.

ix. Meals.
b. A single purchase shall not be split into two or more transactions to stay within the approval limit, single purchase limit, or cardholder limit.

c. In the event of an emergency or special circumstance the President or Vice President for Business Services has the authority to approve exceptions.

6. Documentation Requirements

a. For each transaction, an itemized receipt must be obtained as proof of purchase.
b. If a receipt is lost or cannot be obtained, the cardholder shall submit the Replacement/Missing Receipt Form listing their purchase(s), total, and name of the merchant, to their reconciler.

c. For purchases made via the internet, a screen print from the internet site, which indicates that is the receipt, may be printed for receipt purposes.

d. Monthly statements reviewed and signed by the cardholder and budget manager verify the purchase(s) are for official college business.
e. All receipts are to be stamped as an official College transaction (provided to cardholders by the program administrator), approved, and scanned for storage on a shared drive with the purchasing department.
7. Audits 

a. Internal audits of the P-Card Program will be performed periodically by the Business Services staff, at least on a quarterly basis.  These audits will include, but are not limited to, the verification of proper records, monthly reconciliations, approval processes, and the appropriateness of purchases.
b. All new cardholders will be subject to a 90 day audit on their P-Card activity.

c. A standardized audit form and procedure will be used to document the audit process and reviewed by the Vice President for Business Services.

8. Reconciliation of Purchases

a. Reconciliations between the cardholder’s charge receipts and what is reported as being charged by Bank of America must be reconciled as soon as proper documentation has been provided to the reconciler.

b. Reconciliations may be prepared by the cardholder, but in no case may a cardholder approve his/her own charges.
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c. The cardholder’s budget manager or immediate supervisor must review the account statement and/or reconciliation monthly to consider appropriateness of purchases.

d. The reconciliation process is coordinated through the Business Services Department, with documents being stored electronically in that department and Banner reconciliation done by the Purchasing Department staff.

9. The CARDHOLDER Responsibilities
a. Safeguard the P-Card at all times.

b. Deal directly with the vendor to authorize and obtain the materials and supplies and certify receipt.  Be responsible for all actions related to the successful completion of the order.

c. Make only authorized purchases.  Unauthorized purchases or careless use of the P-Card may cause the cardholder to be liable for the total dollar amount of such unauthorized purchases, plus any administrative fees charged by the bank in connection with the misuse of the card.  Personal use and sharing of cards is prohibited, unless authorization is granted.  Cardholder may be subject to disciplinary action.

d. Forward all receipts and statements to the reconciler within three (3) days of purchase or with three (3) days of completion of travel if purchase was made while traveling on college business.

e. Resolve all disputed purchases, credits or billing errors.

f. Provide any information necessary to minimize the liability for a lost or stolen card.

g. Review and sign monthly bank statements.

h. Surrender the card upon termination, voluntary departure, or if a transfer of department warrants the action.

10. The RECONCILER Responsibilities

a. Properly reconcile charges in Banner adhering to established time frames.

b. Review Banner daily, checking for new transactions, and clearing outstanding charges.

c. Maintain all required documents (receipts, statements, etc.) in electronic folder stored on the College network.  P-Card records must be maintained and available for five (5) years. 
11. The CARD PROGRAM ADMINISTRATOR Responsibilities

a. The Program Administrator will be the Vice President for Business Services.  The Director of Business Services shall serve as a backup.

b. Assume overall responsibility for administering the P-Card Program.
c. Recommend to the President and appropriate Vice President the revocation of the P-Card by an employee who fails to follow established P-Card procedures.

d. Ensure coordination of the program with the cardholders, reconcilers, and Business Office staff to include training.

Procedure 6Hx12:05-17

(Continued)

Page 5 of 5

e. Establish internal control, billing statement review, and approval procedures.

f. Audit P-Card expenditures, to ensure that purchased goods are necessary, for official use, and that purchases are in compliance with established policies and procedures.

g. Monitor resolution of disputed purchases, credits, or billing errors.

12. Lost or Stolen Cards
a. Report any lost or stolen P-Card immediately to Bank of America toll free at 1-888-449-2273.  Notify the Program Administrator via email immediately.

b. If the original card is found after it has been replaced, the employee will send it to the Program Administrator for it to be destroyed.
13. Disputed Transactions
a. If the cardholder has a problem with a billing charge, it is their responsibility to contact the vendor and try to reach resolution.

b. The cardholder should document all attempts to resolve any problem.  If the problem cannot be resolved, contact Bank of America to file a formal dispute.
14. Changes in Employee Status

a. Changes to the cardholder or transfer of departments, must be submitted to the P-Card administrator with the approval of the appropriate budget manager.

b. The P-Card is the property of Florida Gateway College.  The cardholder is to surrender the card to the P-Card administrator upon request, retirement, termination or transfer of department.  The P-Card administrator will then destroy the card. 

History: Adopted: 10/11/16; 
Effective: 10/11/16; Revised: 12/13/16

