


| NTRODUCTI ON

How t he Program benefits Cardhol ders as well as Tarl eton
State University:

e Allows cardholders to obtain goods and services
faster and easier than before

e Reduces paperwork and processing in the cardhol der’s
department and in Finance

e Allows all groups and individuals involved in the
programto be nore effective and to focus on the
val ue- added aspects of their jobs

e Pronotes cost savings through consolidated paynment -
one nonthly paynent to J.P. Morgan Chase, versus
mul ti pl e vendor paynents

Wiy have you been selected to receive a Corporate
Procurenent card:

e Job responsibilities which require purchase of
certain types of goods or services

How to use the Procurement card

e To order goods and services from suppliers and
mer chant s

e How to handle credits, returns, and di sputes

e Cardhol ders’ responsibilities concerning nonthly
review and reconciliations.

Tarl eton’s policies and procedures governing the use of the
Procur enent card:

e State Purchasing CGuidelines, Texas A&M University
System and Tarl eton Procedures govern.

e Itens offered through the Central Stores nust be
purchased from Stores.

e Orders over $150.00 cannot be placed with any vendor
that is on hold with the State Conptroller’s Ofice.



To whom Car dhol ders shoul d go for assistance:

e Beth Chandl er, Program Admi ni strator, Ext. 9611
e Departnent Head
e J.P. Morgan Chase, Custoner Service 1-888-685-2896



OVERVI EW

The purpose of the Procurenent card programis to establish
a nore efficient, cost-effective nmethod of purchasing and
paying for small dollar transactions as well as high-

vol une, repetitive purchases. The program was desi gned as
an alternative to the traditional purchasing process for
supplies and services. |If used to its potential, the
programwi Il result in a significant reduction in the

vol ume of purchase orders and rel ated docunentation

i ncludi ng invoices and checks. |In addition, corresponding
wor k processes associated with ordering and check witing
will be elimnated. The Procurenent card can be used with
any supplier that accepts MasterCard as a form of paynent.

The Cardhol der User’s Cui de provides the general guidelines
for the Procurenent card. Please read it carefully. Your
signature on the Cardhol der Agreenment shows that you
understand the intent of the program and agree to foll ow

t he established guidelines.

The foll ow ng inportant points should be reviewed before
usi ng the Procurenent card:

e Your Procurenent card is issued in your nanme. Al
purchases made on the Procurenent card nust be authorized

by you. You are responsible for the security of the
Procurenent card and the transactions made with it. |If
you do not follow guidelines when using the Procurenent
card, you could receive corrective action

e You can use the Procurenent card at any vendor or service
provi der that accepts MasterCard and is not on the
restricted list or on vendor hold. It may be used for
i n-store purchases, nmail, tel ephone or fax orders.
Purchases made with the Procurement card are to be
shi pped to Tarleton and received by Central Receiving.

e You may use the Procurenent card to purchase supplies and
services |l ess than $2,000.00 per single transaction.

e You nust not exceed the credit Iimt of $5,000.00 in a
gi ven nonth



You nust reconcile the statenent received fromJ.P
Morgan Chase to ensure all charges are accurate.
Statenent reconciliation, transaction |ogs, mnmust be
turned into Business Services by the 15'" of each nonth.

The Procurenent card is not intended to avoid or bypass
appropriate purchasing or paynent procedures. This
program conplinments the existing processes avail abl e.

The Procurenment card is not for personal use.

e The Procurenent card nust be returned to Beth
Chandl er, Purchasi ng Departnent, upon your transfer to
anot her departnent or termination fromthe University.



GENERAL | NFORMATI ON

PROCUREMENT CARD CONTROLS

Credit Limts

Al'l Procurenent cards have nonthly cardhol der spendi ng
limits of $5,000.00. Cardhol ders shoul d not
attenpt to make a purchase greater than
hi s/ her approved anount.

Transaction Limts

Al'l Procurenent cards have a single transaction |imt
of up to $2,000.00. A transaction includes the

purchase price, plus freight. Cardhol ders
should not attenpt to nake a purchase
greater than his/her approved anount.

Restricted Vendors

The Procurenment card program has restricted use with
certain types of suppliers and nmerchants. [|f you
present your Procurenent card for paynment to one of
t hese vendors, the authorization request will be
decl i ned.

If you feel a particular vendor should be added or
del eted, contact Beth Chandl er at Ext. 9611

Vendors on Tax Hol d

The Procurenent card cannot be used to purchase goods
or services, over $150.00, fromvendors that are on
tax hold with the State of Texas Conptroller’s Ofice.
The cardhol der nmust check either in FAMS (Screens 103
or 204) or on the Conptroller’s Wb site
(http://ecpa.cpa.state.tx.us/vendor/tpsearchl.htm) to
ensure that the vendor is not delinquent in either
Franchi se Tax or Sal es Tax. A vendor nust be in good



http://ecpa.cpa.state.tx.us/vendor/tpsearch1.html

standing for both taxes before the purchase can be
made.

MAI NTAI NI NG YOUR PROCUREMENT CARD

Procurenent card Transaction Log

The transaction log is intended to provide an
addi tional nethod for expenditure tracking while using
t he Procurenment card.

Use a new transaction | og for each nonth’ s purchases.
Record on the |l og each tine a purchase/transaction
I s made.

Transacti on Dat e: Date transacti on
purchase/return)is

made.

Ref erence Nunber: Take fromthe receipt. This
will be the Approval Code, Transaction
Nurmber, Validation Nunber, etc. |[If using an
i nvoi ce as the recei pt then use the invoice
nunber.

Mer chant Nanme: Vendor purchased from

Purchase Description: Brief description of itens
purchased. Mist be enough description to
recogni ze the purchase as an authorized one.

Transaction Amount: Total of purchase.

Account Nunber: Account nunber paying for
pur chase

Date Received: Date nerchandise is received at
Central Receiving. To be taken from
delivery receipt.

Accounting Audit: Initials of person reconciling
transaction | og, departnent head initials
for review ng account information, accounts
payabl e when paynent is nade.

HUB Status E/G For identifying purchases nmade
wi th HUB Vendors by Ethnicity/ Gender.

Al ways obtain a receipt when using the
Procurenent card. It is every cardholder’s
responsibility to ensure there is a receipt for each
purchase. If there is not a description, or a clear




description, of the iten(s) being purchased you
nust wite that information on the receipt. The
recei pts are to be kept in the transaction |og

envel ope. This envelope will be forwarded to Business
Servi ces, Accounts Payable, at the end of each cycle
for storage (it may be needed for future audits).

Request to Purchase nust be included wth your
receipt for the follow ng types of purchases:
e Food - local funding only
e Postage Stanps
e Delivery Couriers — UPS, FedEx, DHL, etc.

e Clothing — pronotional type itens including t-
shirts, caps, etc. — local funding only

e O her non routine type purchases such as gift
certificates, gifts, flowers, flora
arrangenents, award itens or any other type
purchase that m ght be m sconstrued as a personal
type item— local funding only.

e Registration Fees. You nust also include a copy
of the approved travel request.

Request to Purchase nust state the 5 Ws — who,
what, when, where and why the purchase was
made.

Car dhol der Enpower nent

At the end of each billing cycle, every cardhol der
will receive a Cardhol der Statenment, which lists
purchases made to that card. Upon receipt of this
statenment, the cardhol der nust reconcile the statenent
with their Procurenment card Transaction Log

i mredi ately. Enclose all docunentation, note
additional information pertinent to the purchase, and
forward the package to their departnment head for
approval .

After reviewing the information, the departnent head
wi || approve the purchases and forward the
transaction |l og to Business Services, Accounts
Payabl e Departnent, by the 15'" of each nonth.



Cards are subject to cancellation if the
transaction log is received late nore than two
(2) tines. Accounts Payable will pay for purchases
according to the accounting information provided on
the transaction | og. After paynent, the Purchasing
Department will verify purchases for conpliance with
proper purchasing procedures. The cardholder will be
contacted concerning any di screpanci es found.

SALES TAX

Tarleton State University is exenpt from sal es tax.
The vendor should be notified of tax exenption
prior to making the purchase. If tax is charged,
it is the cardholder’s responsibility to contact the
vendor and have a credit issued for the tax. Renenber
to request a copy of the receipt crediting the tax.
The credit will be docunented on the transaction | og.
Cont act Busi ness Services at extension 9107 if a
vendor requires a tax exenpt certificate.

SECURI TY OF THE PROCUREMENT CARD

The cardhol der is responsible for the security of the
card. This card should be treated with the sane | evel
of care, as the cardhol der would use with his/her own
personal charge cards, even though the liability
associated with the use of this card lies with

Tarl eton. QGuard the Procurenent card account nunber
carefully. It should not be posted in a work area, or
left in a conspicuous place. It should be kept in an
accessi bl e, but secure |ocation.

*The only person authorized to use the Procurenent
card is the cardhol der whose nanme appears on the card.
The card is to be used for business purposes only.

However, the cardhol der nay authorize anot her person
to use his or her card. Have the authorized person
sign their name and al so the cardhol der's nanme on the
receipt.

Enpl oyee Term nati on




The Procurenent card nust be returned to Beth
Chandl er, Purchasi ng Departnent, upon your transfer to
anot her departnent or termination of enploynent.

Lost or Stolen Cards

If a Procurenment card is lost or stolen, imedi ately
contact Beth Chandl er at Extension 9611. |If after
5:00 p.m or over a weekend or holiday contact J.P.
Morgan Chase’s Custonmer Service at 1-888-685-2896.
Pronpt action can reduce Tarleton’s liability of
fraudul ent activity. Failure to report card can
result in disciplinary action agai nst cardhol der.

PROCEDURES

Procurenment cards will be centrally distributed through the
Program Admi ni strator, Beth Chandl er. When a new card is

i ssued, J.P. Morgan Chase will send it to the Program

Adm nistrator, for distribution to the cardhol ders. Cards
will not be released to cardholders until each cardhol der
has gone through training, received all supplies related to
t he program and si gned t he Cardhol der Agreenent.

The following itens are to be provided to the cardhol der
during training:

1. Car dhol der Procurenent card Agreenent: This is
an agreenent between the cardhol der and Tarl et on
State University, which affirns that the
cardhol der has read and understands the policy
and procedures for the Procurenent card. The
Car dhol der, Departnent Head and the Program
Adm nistrator will sign this agreenent at the end
of the training session and a copy given to the
car dhol der

2. Cardhol der User’s @uide: This docunment outlines
Tarl eton’s policies and procedures in regard to
their Procurenent card. It also outlines
approved types of purchases.
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3. Car dhol der Survey: This docunent provides a
f eedback mechani sm for the cardholder to inform
Tar | eton about how the programis working on a
day to day basis, report on vendor success, and
gi ve suggestions for inprovenent.

4. Procurenent card Transaction Log: Used to record
purchases and returns during each cycle (nonth).

5. Statenent of Disputed Itens Form The cardhol der
may use this formif they are disputing a
transaction that appears on their Cardhol der Meno
St at enent .

PROCUREMENT CARD ACTI VATI ON

The cardhol der nmust call 1-800-890-0746 to activate

t he Procurement card before using it. Upon receipt of
the card, the cardhol der should sign the back of the
Procurenent card and al ways keep the card in a secure
pl ace.

MAKI NG THE PURCHASE

Car dhol ders shoul d pronpte and encourage positive
interactions with suppliers. Honesty and courtesy are
essential ingredients in all aspects of a
buyer/supplier relationship.

Al'l cardhol ders should follow these guidelines bel ow
when using the Procurenment card:

1. Determine if the transaction is an acceptable use of
the card, and if it is within the cardhol der’s
spending limt:

Itens that cannot be secured using the

procur enent card:
Printing
Adverti sing
Conput er Systens
Menber shi p Fees
Itens carried in Central Stores
Catering Services
Travel
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Fuel
Personal |tens

2. Ildentify the supplier, check the supplier’s tax
status (see page 5), call, fax or visit the supplier
to place your order

3. If order is to be delivered to Tarleton, ask the
vendor to use the followng format for the shipping
| abel :

PC- (last 4 digits of credit card nunber)
Tarleton State University

201 St. Felix Street

St ephenville, TX 76401

4. Informthe vendor of tax exenption. (If going
t hrough a checkout stand, informthe clerk before
they start ringing up the itenms - highly inportant
at Wl -Mart.)

5. Confirmpricing and freight
6. Request that a hard copy of the pricing and freight
be faxed to the cardhol der and/or included in the

shi pmrent of supplies.

7. If a supplier requests a purchase order nunber, use
PC-(last 4 digits of credit card nunber).

RECEI VI NG SUPPLI ES AND SERVI CES

A copy of the charge slip, sales receipt or any other
information related to the purchase nust be kept in
the transaction | og envel ope.

| nvoi ces with no anmount due, are the nost optional
docunentation since they item ze the purchases. A
vendor’s entry systemusually prints an automatic
invoice with the processed order. Instruct the vendor
not to send the invoice to the Accounts Payabl e
Departnment but directly to the individual cardhol der
maki ng the purchase (this will prevent duplicate
paynments to vendors). |If a purchase is nade via nai
or tel ephone, ask the vendor to include the receipt

wi th the goods when shipping the product. The receipt
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is the only original docunentation showing if tax was
charged on the purchase. |If charged tax, it is the
cardhol der’s responsibility to have the tax credited
on the purchase.

PROCUREMENT CARD PAYMENT

Enpl oyees do not pay their own nonthly statenent. The
program does not affect your credit rating in any way.
The Procurenment card program carries corporate, not
individual, liability.

RETURNS, CREDI TS AND DI SPUTED CHARCGES

Should a problemarise with a purchased item service
or charges, every attenpt should be nade to first
resolve the issue directly with the supplier. Review
of future statenents is vital to ensure the account is
properly credited for returns, credits and di sputed
charges. The returned credited or disputed item
shoul d be noted on the Transaction Log.

e Returns: |If a cardholder needs to return an
item contact the supplier and obtain
instructions for return. Fill out a shipping

request and take to Central Receiving to be
shi pped out. Note that sone suppliers may
charge a restocking or handling fee for
returns. All returns are to be indicated on
the transaction | og.

e Credits: If the supplier accepts an itemas a
return, a credit for this item should appear on
the following nmonth’s statenment. All credits
shoul d be indicated on the transaction | og.

e Disputed Charges: |If a cardholder finds a
di screpancy on a nonthly statenent, the
cardhol der shoul d contact the supplier and
attenpt to resolve the problemdirectly. Al
di sputed itens should be indicated on the
transaction | og.

| f a cardhol der cannot resolve a disputed itemdirectly

with the vendor, the cardhol der should contact the
pur chasi ng department for their assistance. |If a
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resol uti on cannot reached, the card program adni ni strator

will contact J.P. Mdrgan Chase for guidance. At that tinme
the account may be given a provisional credit until receipt
of adequat e docunentation formthe vendor. If the

docunent ati on appears to be in order, the transaction wll
be re-posted to the account and the di spute consi dered
closed. |If the charge is suspected to be fraudul ent, the
card will be inmediately bl ocked, continue to have a
provisional credit (if given) and an investigation of the

charge will continue. A newcard will then be re-issued to
t he cardhol der if appropriate. If the charge appears
legitimate, the transaction will then post to the new
account .

EXAVMPLES OF ACCEPTABLE PURCHASES

e Tool s/ Har dwar e

e Building Services

e Auto Parts

e Janitorial Supplies

. Food — excluding catering — | ocal funds only, RTP
required.

e Ofice Supplies — excluding Central Stores itens
e Videos — RTP required.
e Safety Supplies

. Pronotional Itenms — local funds only, RTP
required.

e Msc. Supplies

e Books

e Training Courses and Seni nars

. Conmput er Hardware and supplies — including

printer and fax machines
e Conputer Software
e Lab Supplies
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MOST COVMONLY ASKED QUESTI ONS AND ANSVEERS

For what types of purchases should |I use the Procurenent
card?
Tarl eton’s policy governs how you can use the
Procurenment card (User’s Guide). Your Program
Adm ni strator, along with your departnent manager wl|
determ ne the types of purchases, as well as the
maxi mum dol | ar anount for each purchase you will be
aut hori zed for.

In what ways do | benefit fromusing the Procurenent card?
When you use the Procurenment card, you enjoy reducing
paperwork, direct contact with suppliers, quick and
efficient order processing, faster delivery, and fewer
errors.

How does Tarl eton benefit fromthe Procurenent card
Pr ogr anf?
When enpl oyees use the Procurenent card, Tarleton
enj oys greater productivity as a result of reduced
paperwor k, savings from consolidated nultiple supplier
i nvoices to one statenent fromJ.P. Mrgan Chase, and
greater control over spending.

What should I do if my Procurenent card is |ost or stolen?
Contact J.P. Morgan Chase Custoner Service, 1-888-685-
2896, immedi ately, to report the card m ssing and
request a replacenent. Then contact the Program
Adm ni strator, Beth Chandl er at Extension 9611

What do | do if a purchase is denied?
Your purchase may have exceeded a spendi ng or
transaction limt, Tarleton excluded that type of
supplier or nerchant or the supplier or merchant is
not equi pped to accept MasterCard as paynent. Contact
Bet h Chandl er, Program Adm nistrator, to determ ne the
reason.

What should | do if a supplier does not accept the
Procurenent card?
Contact the Program Adm ni strator, who will then
contact J.P. Mdrgan Chase. Please provide the
supplier’s name, address, and phone nunber to J.P.
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Morgan Chase. J.P. Mdyrgan Chase will enroll the
supplier in the FAST programand work with Tarleton to
bring the supplier into the program

use of the Procurenent card effect my credit report?
No. The Procurenent card is a corporate liability
card, and carries no personal liability for

cardhol ders that use the Procurenent card, according
to conpany policy.

Whom shoul d | contact to resolve an error or dispute
concerni ng ny account:

You should first contact the supplier. Most
exceptions or issues can be resol ved between you and
the supplier. |If you cannot resolve an issue with the
supplier, contact your Program Adm nistrator for a

Di spute Form (Form 700), conplete and fax to J.P.

Mor gan Chase, per the instructions.

When | use ny Procurenent card to nake a purchase, howis
t he transacti on authorized?

When you use the Procurenent card to nmake a purchase,
the supplier verifies the card account nunber with
J.P. Morgan Chase. Your spending limts are checked
automati cal | y agai nst conpany policy.
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	Transaction Date:  Date transaction purchase/return)is 
	made.
	Reference Number:  Take from the receipt.  This will be the Approval Code, Transaction Number, Validation Number, etc.  If using an invoice as the receipt then use the invoice number.  

