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A8. 266 Pur chasi ng Cards

1

Gener al

The University of Hawaii Purchasing Card Programis a
voluntary programthat offers an alternative to the

Uni versity’'s existing small purchase process.

It is designed to sinplify and expedite the procurenent
process for small-dollar goods and services, while ensuring
that the purchases serve the public purpose, further the
goals of the University of Hawaii, and adhere to the

Uni versity's purchasing policies and procedures. The
Purchasi ng Card enabl es the Cardhol der to purchase goods
and services directly fromnerchants on behalf of the
University and paynents are nade by the University,
directly froma specified general |edger account.

Aut hority to Purchase

Pur chasi ng Cardhol ders are del egated the authority to
purchase non-restricted small-dollar goods and services
directly fromnerchants with a Purchasing Card, subject to
the imtations contained in this section.

Conditions for Use

a. The University of Hawaii Purchasing Card nay be used
for purchases of $2,500 or less that are related to
Uni versity business only.

b. Use nust be in accordance with all pertinent policies,
procedures, and guidelines, and in conpliance with
appl i cabl e federal regul ations, state | aws and
contract or grant terns and conditions.

C. Use for personal purchases is strictly prohibited.
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Use nust be in accordance with any additional
gui delines, if any, as defined and supported by
Car dhol der’ s depart nent.

4. Unaut hori zed and/ or | nappropriate Card Use

a.

A Cardhol der who nakes an unaut hori zed purchase with
t he Purchasing Card, or uses the Purchasing Card in an
i nappropriate manner, wll be subject to card
cancel l ati on and/or disciplinary action, up to and

i ncluding, term nation of enploynent, in accordance
wi th applicable collective bargaining agreenents and
University admi nistrative procedures. In addition,
the matter shall be referred to the Ofice of the

Uni versity General Counsel for appropriate civil
action against the Cardhol der to recover University
funds expended as a result of the unauthorized and/ or
i nappropriate use of the Purchasing Card.

5. Definitions

a.

Approving Authority: Individual who is authorized to
certify that the purchase supports program objectives.
Thi s individual nmust be soneone other than the
Departnent Liaison. For federal contract and grant
expendi tures, authorization nmust be certified by the
Principal Investigator or designee.

Approving Oficial: The University official, i.e.,
Vice President, Chancellor, Dean or Director, who nust
assign a Departnent Liaison, select the Cardhol ders
and determ ne the Cardholders’ limts.

Card Issuer: The bank with whomthe University has
contracted to issue Purchasing Cards to University
enpl oyees, to bill the University for all purchases
made on the cards, and to nmake paynent to nerchants on
behal f of the University.

Car dhol der: An enpl oyee of the University who is

approved by her/his Approving Oficial to use the

Purchasing Card to execute purchase transactions on
behal f of the University and is accountable for al
charges made with that card.
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Def ault Account: The 10-digit account/subcode assi gned
to a Purchasing Card. Al charges nmade with a
Purchasing Card will be posted to the card' s default
account by the card issuer unless the charge is
real | ocat ed.

Departnment Liai son: Enpl oyee(s) in each departnent who
will be responsible for proper use of the Purchasing
Card within the departnment. Normally, the departnent
fiscal officer is the Departnent Liaison. Sone

organi zations within the University may divide the
wor k anong several fiscal officers.

Docunent ati on: A nerchant produced or non-University
docurent that records the relevant details for each

i tem purchased including quantities, anounts, a
description of what was purchased, the total charge
anount and the merchant’s name and address, e.g.,
sales slips, original invoices, nerchant receipts,

t el ephone order records, transaction |ogs, Purchasing
Card slips, packing slips, etc.

Monthly Spending Limt: A dollar limtation of

pur chasi ng authority assigned to the Cardhol der for
the total of all charges made during each nonthly
billing cycle. This anount nmay not exceed $25, 000.
Departnments may establish lower Iimts on a per

Car dhol der basi s.

Par cel i ng: Purchasi ng goods or services greater than
$2,500, and intentionally separating the paynent into
two or nore transactions to purposely evade the
transaction limt.

Pro Val ue Services (PVS) Net: Internet reporting
system that provides users the ability to review and
report on information fromtransactions nade on the
Purchasing Card. Departnent Liaisons and/or

Cardhol ders can see the results of all purchase
activity within days after the transacti ons have been
posted. PVS Net allows the user to reallocate

expendi tures and enables the University to downl oad
transaction information for recording to the

Uni versity’s Financial Managenent |nformation System
(FMS).
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K. Purchasing Card: A corporate liability card issued to
an individual enployee of the University for the
pur pose of maki ng authorized purchases of goods and
services on behalf of the University with a value |ess
t han such anmpbunt designated by the University.

l. Purchasing Card Adm nistrator: The central
adm nistrator located in the Ofice of Procurenent and
Real Property Managenent (OPRPM who admi nisters the
Purchasing Card program for the University and acts as
the University's internmediary in correspondence with
the card issuer

m Transaction/Charge Limt: A dollar limtation of
pur chasi ng authority assigned to the Cardhol der for
each total charge made with the Purchasing Card. This
amount must not exceed $2,500. Departnments nmay
establish lower limts on a per Cardhol der basis. A
single transaction/charge may include nultiple itens
but cannot exceed the transaction limt.

6. Description of Responsibilities
a. The Cardhol der is responsible for:

1) Properly using the Purchasing Card in accordance
with all pertinent policies, procedures, and
gui delines, and insuring that purchases are
required as a function of Cardhol der’s duti es,
are in the best interest of the University and
are in conpliance wth applicable federal
regul ations, state |laws and applicable contract
or grant terns and conditions.

2) Adhering to the purchase limts and restrictions
of the Purchasing Card and ensuring that
pur chases are not parceled. Furthernore, the
Car dhol der shall ensure that all purchases do not
exceed budgeted funds and are within all other
spendi ng and merchant gui delines established by
the University.

3) Ensuring that the Purchasing Card is used only by
t he approved Cardhol der. Cardhol der acts as a
pur chasi ng agent of the University and is issued
a card associated with her/his departnent.
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Protecting and saf eguardi ng her/his Purchasi ng
Card and keeping the card nunber confidential.

ot ai ning all docunentation and pronptly
submtting to the Departnent Liaison for
reconciliation, approval and allocation of
transacti ons.

Verifying that goods and services received are
consi stent with what was ordered.

Working with the nerchant to correct any
probl ens, exchanges or credits.

Maki ng sure that the purchase is properly coded
in the accounting system Cardhol der or

Depart ment Liaison shall change the default
account and/or subcode on individual transactions
when necessary.

Attenpting to first resolve a dispute or billing
error directly with the merchant, notifying the
card issuer if the dispute or billing error is

not satisfactorily resolved and notifying the
Departnment Liaison of unresolved disputes. A
Car dhol der nust al so ensure that an appropriate
credit for the reported disputed iten(s) or
billing error appears on a subsequent Cardhol der
st at enent .

Not accepting cash in lieu of a credit to the
Pur chasi ng Card account.

Reporting a lost or stolen card to the card

i ssuer imediately. A Cardhol der nust conplete
and submt to the card issuer a Lost or Stolen
Card Notification form In addition, the

Car dhol der nust notify the Departnent Liaison of
a lost or stolen card at the first opportunity
during busi ness hours.

Ret urning the Purchasing Card to the Depart nent

Li ai son upon term nati on of enploynment, upon
transferring departnents within the University,
upon change in enploynent that no | onger includes
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t he purchasing function, or upon request fromthe
Purchasing Card Adm ni strator, the Approving
Oficial, or the Departnent Liaison.

Not m susing the Purchasing Card.

Maki ng paynment to the University for purchases
whi ch are not in accordance with the procedures
established for the proper use of the Purchasing
Car d.

The Approving Oficial is responsible for:

1)

2)

3)

4)

Sel ecting appropriate individuals within the
department to receive Purchasing Cards, i.e.
those with the responsibility of making the

pur chases, and determi ning the dollar |evel of
pur chasi ng and any additional guidelines for each
Car dhol der

Desi gnati ng Departnment Liaison(s) for the
departnment and assigning a Departnent Liaison for
each Purchasing Card application approved for
her/ hi s enpl oyees.

Est abl i shing processes within the departnment to
support the Purchasing Card program

Taki ng appropriate disciplinary action in
accordance with applicable collective bargaining
agreenents and University admnistrative
procedures with Cardhol ders under her/his
supervi sion who i nappropriately or fraudulently
use their Purchasing Cards.

The Approving Authority is responsible for:

1)

Revi ewi ng, approving and signing the nonthly
transaction | og and/or statenent for each
Cardhol der in her/his departnment in a tinely
manner .

The Departnent Liaison is responsible for:
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Receiving training on the use of the Purchasing
Card before any individuals in the departnment may
recei ve a Purchasing Card.

Revi ewi ng Car dhol der responsibilities with
potential Cardholders prior to submttal of their
appl i cati ons.

Assi gning the default account and subcodes.

Col I ecti ng docunentation from Cardhol ders and
reconciling to card issuer's billing statenents.

Moni t ori ng Cardhol der purchases to ensure that
the Purchasing Card is being used properly, in
accordance wth Purchasing Card program policies
and procedures.

Mai nt ai ni ng docunentation for auditing purposes.

Real | ocati ng expense to the proper account and
subcodes for individual transactions on the
Purchasing Card on-line systemin advance of the
nmont hl y downl oad date. The Liaison shall also
ensure proper accounting of charges.

Attenpting to resolve any disputes with nmerchant
and/or card issuer not resolved by Cardhol der.
Noti fying Purchasing Card Adm nistrator within
five (5) days of any unresolved di sputes, noting
the reason for dispute.

Noti fyi ng Purchasing Card Adm ni strator

i mredi ately of changes in the default account,
subcodes, or any other information contained on
the Cardhol der’s Information form

Noti fyi ng Purchasing Card Adm ni strator
i mredi ately of lost or stolen cards and ensuring
t hat Cardhol der has notified card issuer

Requesting that Purchasing Card Adm ni strator
cancel Cardholder's card (term nated enpl oyees,
transferring departnents, |oss of Purchasing Card
privil eges) as approved by the Approving
Oficial, collecting canceled cards from
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Car dhol ders and forwardi ng themto Purchasing
Card Admi nistrator.

Noti fying Approving O ficial of any questionabl e
pur chase or any purchase or reallocation which

vi ol ates any portion of the adm nistrative
procedures, the Purchasing Cardhol der Procedures,
or any other relevant rules, regulations or

gui del i nes.

Ensuring availability of funds for transactions
of those Cardhol ders for whom she/he is the
Depart ment Liai son.

Acting as a Liaison with the Financial Managenent
O fice and the Purchasing Card Adm nistrator and
dissem nating information to the Cardhol ders.

Adhering to the year-end cut-off date(s)
publ i shed by the Financial Managenent O fice for
proper and accurate recording of all Purchasing
Card transacti ons.

The Purchasing Card Admi nistrator is responsible for:

1)

2)

3)

4)

5)

Serving as the University's primary liaison with
the card issuer

Revi ewi ng department approved Cardhol der
Information forns, Unit Reporting Admnistrative
I nformation forns, Cardhol der Agreenents,

Depart ment Liai son Agreenents and Menoranda of
Under st andi ng for conpl eteness of required
information. Obtaining and verifying appropriate
aut hori zation signatures.

Subm tting conpl eted applications to and
recei ving Purchasing Cards fromcard issuer

Trai ni ng Departnent Liaisons and Cardhol ders
bef ore rel easi ng Purchasi ng Cards.

Handl i ng di sputed charges/ di screpanci es not
resol ved by Cardhol der or Departnent Liaison
Assi sting Cardhol ders, Departnent Liaisons and
ot hers as necessary with problemresol ution.
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Initiating change of Purchasing Card default
account upon request of Departnent Liaison as
approved by Approving Oficial.

Securing revoked Purchasing Cards and subm tting
information to card issuer.

Revi ewi ng usage of Purchasing Card data for
appropri ateness. Suppl enenting (but not

repl acing) the Departnent Liaison's basic review
responsi bility, the Purchasing Card Adm ni strator
shal | review Purchasing Card transactions on a
sanple basis. |If incorrect or inproper charges
are found, the Purchasing Card Adm nistrator
shall direct the person responsible for the
expenditures to correct the error. |If necessary,
t he Purchasing Card Admi nistrator nay correct the
departnent’s error and will provide the
departnment with a copy of the accounting entry.

For each billing cycle, reconciling the total
anount and record count on PVS Net with the
report of transactions downl oaded from PVS Net to
FMS and with the nonthly consolidated statenent
fromthe card issuer

Upon conpl etion of reconciliation of total
anounts and record counts, advising Informtion
Technol ogy Services to post the transactions to
FMS and the Disbursing Ofice to proceed with
paynent .

Mai nt ai ni ng the Purchasing Card Program
gui del ines and the Purchasing Card adm nistrative
procedures. (Qbtaining appropriate approvals for
all changes fromall entities affected.

Designing all forms and other docunents that are
used and obt ai ni ng appropri ate approval s for
t hese as necessary.

Mai nt ai ni ng the foll ow ng docunents:

a) Properly signed application forns,
Pur chasi ng Cardhol der | nformation, OPRPM
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Form 139, Unit Reporting Adm nistrative

| nformati on, OPRPM Form 140 (Forns are
avai l abl e on the Purchasing Card website at:
www. hawai i . edu/ opr pni pcard/) ;

b) Properly signed Menoranda of Under st andi ng,
OPRPM Form 141, Liaison Agreenments, OPRPM
Form 142, and Cardhol der Agreenents, OPRPM
Form 143 (Forns are avail able on the
Purchasing Card website at:
www. hawai i . edu/ opr pni pcard/) ;

c) Menoranda |isting approved exceptions to any
l[imtations; and

d) Copies of transmittals, correspondence and
forms submtted to the card issuer

14) Auditing departnment Purchasing Card transactions.

15) Conducting Departnent Liaison Review neetings to
di scuss probl ens and share sol utions.

The Fiscal Services Ofice is responsible for

1) Provi di ng technical coordination for the
Pur chasi ng Card program

2) Acting as PVS Net Adm nistrator.
3) Formatting purchasing transactions to charge
t he departnent accounts and system w de

Purchasing Card cl earing account.

The General Accounting and Loan Collection Ofice is
responsi bl e for:

1) Redi stri buting accounts.
2) Distributing reports.

| nformati on Technol ogy Services is responsible for:

1) Downl oadi ng the transactions fromPVS Net to
FM S.
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2) Posting the transactions to FMS.

The Fi nancial Managenent O fice is responsible for:

1) Approvi ng paynment to the card issuer

The Disbursing Ofice is responsible for:

1) Ensuring that the nonthly paynent is nade to the
card issuer on a tinely basis.

2) Mai ntaining billing statements for Purchasing
Card transactions.

Cardhol der Eligibility

Criteria for eligibility are as foll ows:

a.

Appl i cant must be an enpl oyee of the University and
may be issued only one (1) Purchasing Card. Due to
the short-termnature of their enploynent, casual hire
enpl oyees shall not be eligible to becone Cardhol ders.

Applicant’s Approving O ficial nmust approve her/his
request for a Purchasing Card.

Appl i cant nust have the support of his/her supervisor
and Departnent Liaison.

Applicant nmust attend a training session before she/he
may be issued a Purchasing Card.

Each Cardhol der nust sign a Cardhol der Agreenent. By
signing this agreenment, the Cardhol der indicates that
she/ he understands the intent of the program and wll
conply with all guidelines of the University

Adm ni strative Procedures and the Purchasing

Car dhol der Procedures.

Pur chasing Card Security

a.

Cardhol ders shall treat the University Purchasing Card
with at |east the same |level of care as they do their
own personal credit cards.
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The Purchasing Card should be maintained in a secure
| ocation and the card account nunber shoul d be
careful | y guarded.

Only the individual whose nanme appears on the face of
the card is entitled to use the card. The card shal
not be | oaned to another individual for any reason.

Car dhol der must not post their Purchasing Card account
nunber where others can easily see it.

Qui delines for the Use of the Purchasing Card

a.

The University Adm nistrative Procedures, the
Purchasi ng Card Program gui delines, as well as good
busi ness practice, shall be adhered to in using the
Purchasing Card, reconciling purchases and retaining
docunentati on. The Department Liaison shall nonitor
conpl i ance.

Use of the Purchasing Card shall not preclude
conpliance with current University requirenents,
contracts and State Procurenent O fice (SPO price
lists in which the University has agreed to
partici pate.

Cardhol ders utilizing federally funded accounts nust
conply with OvB Crcular A21, Section J.

By policy, the University has established that the
Purchasing Card may not be used at certain categories
of merchants and has bl ocked their Merchant Category
Codes (refer to Purchasing Card website at:

www. hawai i . edu/ opr pmi pcard/). |If the Cardhol der
attenpts to charge with the card at any of the
merchants in the excluded categories, the purchase
wi || be declined.

Purchases may be made in person, over the tel ephone,
by facsimle, or through a secured Internet connection
wi th any nmerchant that accepts the Purchasing Card.
Transactions are approved el ectronically, based on the
single and nonthly purchase limts and the approved
commodities for the departnment’s Purchasing Card

pur chases.


http://www.hawaii.edu/oprpm/pcard/

10.

A8. 266
P 13 of 26

When meki ng purchases in person, the Cardhol der nust
sign the charge receipt and retain the custoner copy.
The Cardhol der should verify that either the charge
recei pt or sales receipt conplies with the

requi renents for support docunentation set forth
her ei n.

Cardhol ders are encouraged to receive their own

shi prents; however, if soneone else will be receiving
a shipnment on the Cardhol der’s behal f, the Cardhol der
shoul d notify that person in advance.

Regar dl ess of who receives the shipnent, the

Car dhol der is responsi ble for obtaining appropriate
docunent ati on (packing slips, mail order form copies,
etc.) related to the purchase and verifying that the
docunentation conplies with the requirenents for
support docunentation set forth herein.

Al transactions made with the Purchasing Card will be
automatically posted to that card’ s default account
and object code unless the transaction is reallocated.
Payment for card transactions will be made
automatically fromthe designated account.

The card issuer will transmt transaction infornation
to the University via PVS Net, the Purchasing Card on-
line system as it is received fromthe nerchants.

Transacti ons may be viewed by Cardhol ders and
Departnent Liaisons with access to PVS Net within a
few days of the transaction (for purchases nmade in
person) or ship date (for mail, fax & Internet
orders).

Restricted Commpdities

a.

Al t hough the Purchasing Card is avail able for nost
smal | purchases of $2,500 or less, certain
restrictions nmust be made due to tax reporting

requi renents, and to conply with University policies
and procedures and state and federal regulations.
Restricted commodities include “lItens Not to be
Purchased” in Adm nistrative Procedure A8.225 and sone
commodities that require prior approval, special
permts, etc. Purchases of the restricted comobdities
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| i sted bel ow and purchases greater than $2,500 nust
continue to be processed in accordance with
establ i shed procurenent and di sbursenent policies and
pr ocedur es.

b. The Purchasing Card shall not be used for the
foll owi ng commodi ties:

1)

2)
3)

4)
5)
6)

7)
8)
9)
10)

11)
12)
13)
14)
15)

16)
17)

18)

19)

Ani mal s and ani mal -rel at ed purchases that are
restricted by | aw,

Aut onoti ve gasol i ne;

Bi ol ogi cal conmodities, radioactive and hazardous
materials that require approval fromthe

Envi ronmental Health and Safety Ofice;

Cash advances;

Construction and renovati ons;

Contractual agreements and non-procuremnent
agreenent s;

Contri butions or donations to various causes;

Fi nes and penalties;

Firearnms and amuniti on;

Goods and services for personal use (see Section
A8. 225, Limtations in Purchasing);

| nsur ance;

Nar coti cs and drugs;

Paynments to individuals (not conpanies);
Rental /| ease of real property;

Specific services, e.g., consulting services,
financi al services, tenporary hel p;

Towi ng char ges;

Travel and entertai nment-rel ated expenses, e.g.,
hotel s, neals, alcoholic beverages, auto rentals,
travel ers checks, catering and restaurant
services, clubs, entertainnment, railroads,
theaters, tips, etc.

Any purchase prohibited by University policy or
not related to University business; and
Restricted itens as indicated in OVMB Circul ar
A21, Section J or as otherwi se restricted by
sponsored award or grant.

Exception to the above may be granted by OPRPM on a
l[imted basis upon a showi ng of sufficient justification or
extenuating circunstances.
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Control |l ed Property and Conponents for Equi pnent
Fabri cati on

Control |l ed property and conmponents for fabricated equi pnent
may be purchased with the Purchasing Card if adequate
inventory information, i.e., description, |ocation and
decal nunber, is provided to the Property and Fund
Managenment Office (PFMD . The Cardhol der is responsible
for filling in the appropriate information on the
transaction | og and the Departnent Liaison is responsible
for submtting the inventory information to PFMO on a
timely basis. |If adequate information is not provided to
PFMO on a tinely basis, the Cardhol der’s Purchasing Card
privileges may be revoked.

Goods and Services That May be Purchased Under Specific
Condi ti ons

Car dhol ders may use their Purchasing Cards for the purchase
of the follow ng goods and services under specific
condi ti ons:

a. Renewal of equiprment |eases — in |lieu of a purchase
order, but not in lieu of a |l ease agreenent;

b. Renewal of maintenance — in lieu of a purchase order,
but not in lieu of a maintenance contract;

C. Equi pment rental — in lieu of a purchase order, but
not in lieu of an equi pnent rental agreenent; and

d. Furniture (office and | aboratory) — unless restricted
by award docunent.

e. Busi ness Cards — upon prior approval fromVice
President, Chancellor, Dean or Director

Airline Tickets

Fiscal Oficers are authorized to use their Purchasing
Cards for the purchase of airline tickets.

a. The ticket nmust be for authorized University business
travel

b. The purchase must be in conpliance with all University
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policies relating to travel and the purchase of
airline tickets.

C. Purchase of the ticket for an enpl oyee nmust be
reported on a Travel Conpletion Report with other
expenses related to the trip.

d. A ticket receipt nust be submtted with the Trave
Conpl eti on Report.

Sponsored (Federal) Funding Restrictions

a. The federal government places additional restrictions
on the expenditure of federal funds for sponsored
research and the retention of supporting
docunent ati on

b. When utilizing federal funds, the Cardhol der shall be
responsi bl e for ensuring that all purchases neet the
requi renents and regul ations of the specific contract
or grant.

C. The use of the Purchasing Card versus any alternate
form of procurenent does not change the existing
costing, charging, and docunent retention requirenents
that must be nmet. Cardholder is still required to
denonstrate that the itemprocured is not expressly
prohi bited by sponsor regul ations or by other federal
gui dance and that the item purchased is necessary
(all ocable) for the project.

d. For specific questions regarding using sponsored
proj ect funds, Cardholders should contact the Ofice
of Research Servi ces.

Bl ocked Cat egories of Merchants

The University has authorized the card i ssuer to encode the
purchasing card so that certain types of goods or services
are bl ocked from Purchasing Card use. Transactions will be
bl ocked at the point-of-sale. The Purchasing Card shal

not be used to nmake purchases fromthe categories of
nmerchants included in the Listing of Blocked Category Codes
refer to Purchasing Card website at:

www. hawai i . edu/ opr pmf pcard/. An exception has been nmade
for Purchasing Cards issued to fiscal officers, which nay
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be used to purchase: 1) airline tickets; and 2)
or gani zati onal nenber shi ps.

Car dhol der Liability

The Purchasing Card is a corporate liability card that w ||
not affect the Cardhol der's personal credit. However, it
is the Cardholder's responsibility to ensure that the
Purchasing Card is used within the guidelines of the
Purchasing Card Program as well as University

Adm ni strative Procedures relating to the expenditure of
University funds. Failure to conply with the Purchasing
Card program gui delines may result in permanent revocation
of the card, notification of the situation to the

Car dhol der' s supervisor, further disciplinary action in
accordance with applicable collective bargaining agreenents
and University adm nistrative procedures, and civil action
agai nst the Cardhol der to recover University funds

i nproperly expended through m suse of the Purchasing Card.

Er r oneous Decl i nes

a. If it appears that the Purchasing Card has been
declined in error by a nerchant, Cardhol der should
contact the card issuer for assistance.

b. If the matter is not resolved, Cardhol der shoul d
termnate the purchase, find an alternate paynent
nmet hod and contact the Purchasing Card Admi ni strator.

Lost or Stol en Cards

I f the Purchasing Card is or appears to be |ost or stolen,
Car dhol der nust imediately notify the card issuer’s 24-
hour, 7-day a week Custoner Service Center at 844-4444 or
1-808-847-4444 (toll-free nunber: 888-844-4444) and dia
“0” for customer assistance. It is very inportant that the
Car dhol der notify the card issuer imedi ately, since there
isnolimt tothe University s liability for charges nade
on the lost or stolen card until it is reported.

Car dhol der should also notify the card issuer in witing
and informthe Departnent Liaison at the first opportunity
during business hours. The Departnent Liaison wll

i medi ately notify the Purchasing Card Adm ni strator who
will followup with the card issuer if necessary. The
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m ssing card will be canceled and the card issuer wll
i ssue anot her Purchasing Card to the Cardhol der.

A Purchasing Card that is found after it has been reported
| ost or stolen nust be destroyed by cutting it in half.

The sanme procedure applies if a card is damaged. Both card
hal ves nust be forwarded to the Purchasing Card

Adm ni strator.

The departnent will be responsible for all charges made on
the Purchasing Card until the card issuer is notified that
the card has been | ost or stolen.

Cancel i ng the Purchasing Card

The Purchasing Card Admi nistrator nmay be required to cl ose
an account if:

a. Cardhol der transfers to a different University
depart nent;
b. Car dhol der noves to a new job within the University in

whi ch a Purchasing Card is not required;
C. Cardhol der termi nates University enploynent; or

d. For any of the follow ng reasons which will also
subj ect Cardhol der to disciplinary action in
accordance with applicable collective bargaining
agreenents and University policies and procedures
relating to disciplinary action:

1) The Purchasing Card is used for personal or
unaut hori zed pur poses;

2) The Purchasing Card is used to purchase any
substance, material, or service which violates
policy, law or regulation pertaining to the
Uni versity;

3) The Cardhol der parcels a purchase to circunvent
the limtations of the University adm nistrative
pr ocedur es;

4) The Cardhol der uses anot her Cardholder's card to
circunvent the purchase limt assigned to either
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Cardhol der or the limtations of the University
adm ni strative procedures;

5) The Cardhol der fails to provide Depart nent
Li ai son with acceptabl e docunent ati on;

6) The Cardhol der fails to provide, when requested,
i nformati on about any specific purchase; or

7) The Cardhol der does not adhere to the Purchasing
Card policies and procedures.

The Purchasing Card Adm nistrator shall notify the card
i ssuer imediately of all revocations and cl osures.

Term nated or Transferred Enpl oyees

Department Liaison shall collect cancel ed Purchasi ng Cards
fromterm nated enpl oyees, enployees who transfer to

anot her University departnent, or enployees who nove to a
new job in which a Purchasing Card is not required. The
Departnent Liaison shall imrediately notify the Purchasing
Card Administrator of the termnation or transfer. A
request for closing the Cardhol der account shall be

i medi ately submitted to the card issuer by the Purchasing
Card Administrator. Al Purchasing Cards shall be returned
to the Purchasing Card Adm ni strator for disposal

A Cardhol der who transfers to a new position within the
sanme departnment and requires the use of a Purchasing Card
as part of her/his new duties, should continue to use the
sanme card

Docunent ati on, Recor dkeeping & Retention

a. Car dhol der Responsibility:

1) Car dhol der is responsible for obtaining purchase
docunentation fromthe nerchant for every
Purchasing Card transaction (sal es receipt,
item zed packing slip, order formor registration
application) to support all purchases nmade with
t he Purchasing Card and verifying that the
docunentation conplies with the requirenments for
support docunentation set forth below. |In
addition to obtaining the docunentation, the
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Car dhol der nust record the purchase in a
transaction | og.

Item zed receipts are the preferred docunentation
for Purchasing Card purchases. Wen an item zed
receipt is not available, item zed supporting
docunent ati on nust acconpany the receipt. In many
cases, when placing orders by tel ephone or fax,
the packing slip nmay provide the item zation
needed.

The account and subcode to be charged for each
pur chase nust be noted on the receipt or |ogged
in the transaction | og.

For tel ephone or fax orders, Cardhol der should
request that the nmerchant include an item zed
cash regi ster tape, paid invoice, or delivery
slip with the order. Al docunents received
shoul d be retained as proof of what was

pur chased. Cardhol der shoul d keep a record of

t el ephone or fax orders to ensure that the order
is received, and to keep track of budget

bal ances.

If the original receipt is not available fromthe
nmerchant or if it has been lost, it should be
noted on the transaction | og.

Transaction | ogs and receipts shall be given to

t he Departnent Liaison who will be conpleting the
monthly reconciliation of the Cardhol der’s

Pur chasi ng Card

Department Liai son Responsibility:

1)

2)

Departnment Liaison is responsible for review ng
transactions, i.e., nonthly charges, of

i ndi vi dual Cardhol ders to ensure that the
transactions are appropriate University
expendi t ur es.

Departnment Liaison shall collect docunentation
from Cardhol ders and reconcile to card issuer's
billing statenents.
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3) The Departnent Liaison shall ensure that al
Car dhol der statenents, receipts, transaction |ogs
and ot her source docunents are filed in a manner
whi ch enable themto be retrieved upon request by
an auditor or other staff. These records nust be
retained for three (3) years if audited,
otherwi se six (6) years after final paynment [for
federally funded purchases, three (3) years from
date of final expenditure report].

Approving Authority Responsibility:
1) The Approving Authority shall review the purchase

docunentation, confirmthat all purchases are
reasonabl e and support program objectives.

Resol ving Errors, Disputes, Returns and Credits with

a.

Mer chant

It is essential to resolve disputes in a tinely
manner. Cardhol der is responsible for contacting the
mer chant when nerchandi se purchased with the
Purchasing Card is not acceptable (incorrect, danaged,
defective, etc.) and arranging a return for credit or
an exchange.

| f merchandise is returned for credit, the Cardhol der
shoul d obtain a credit receipt fromthe nmerchant and
retain that receipt with the support docunentation for
t hat purchase. Receiving cash or checks to resolve a
credit is prohibited.

| f merchandise is to be exchanged, the Cardhol der is
responsi ble for returning the nmerchandise to the

mer chant and obtai ning a replacenent as soon as
possi bl e. Docunentation show ng the proper resol ution
of the exchange is to be retained with the support
docunentation for that purchase.

If the matter is not resolved with the nmerchant, the
transacti on beconmes a disputed itemand is handl ed as
part of the dispute process. A nessage printed on the
card issuer’s statenment inforns the University that a
transaction is in dispute.
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Resol ving Disputes and Billing Errors with Card |ssuer
a. Cardhol der is responsible for first contacting the
nmerchant to resolve any returns, disputed charges or
billing errors.
b. If the error, dispute, or return is not resolved with

the nmerchant, the Cardhol der should contact the card
i ssuer’s Custoner Service Center at 844-4444 or 1-808-
874- 4444 (toll free: 888-844-4444).

C. | f possible, the card issuer should be notified of
di sputed charges before the closing date of the
billing cycle. This will allow the card issuer to
reverse the disputed charge within the same billing
cycle. A disputed charge will be recorded to the
departnent account if it was not reversed before the
end of the billing cycle.

d. Cardhol der is responsible for followi ng up on di sputed
charges that have not been reversed and verifying with
the card issuer that they will be reversed in the
following billing cycle.

e. Al notices of disputed itenms nust be made within 60
days of the cycle in which the itemfirst appears on
t he Cardhol der statenent.

f. Car dhol der shoul d contact the Purchasing Card
Adm ni strator for assistance or if an acceptable
resolution is not obtained.

Transacti on Logs

Al'l purchases should be recorded in a transaction |og (or

an equi val ent docunent). The transaction log will serve as
docunentation in case of a | ost receipt and di sputed or
returned itenms, and will also serve as a receiving report,

or docunentation of receipt of goods or perfornmance of
services. The transaction log with all appropriate

si gnatures and support docunentation nust be forwarded to
t he Departnent Liaison imed ately after the end of the
current billing cycle. |f goods or services are still

out st andi ng (goods not received, problemw th purchase,
etc.), a copy of the transaction |og should be retained
until goods are received, services are provided, or the
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problemis resolved. Upon receipt of the goods or
performance of the services, a signed copy of the
transaction | og, together with docunentation, should be
forwarded to the Departnent Liaison

Verifying and Real | ocati ng Charges on PVS Net, the On-Line
Reporting System

a. Car dhol der Verification Responsibility:

1) Cardhol der is accountable for all charges nmade
with her/his Purchasing Card and is responsible
for checking all transactions on PVS Net, the on-
line transaction reporting system to verify
their accuracy and propriety. This check should
be done regularly; transaction information is
usual ly available on-line within a few days of
t he transaction.

2) Car dhol der should match receipts, transaction
| ogs and ot her docunentation to the transactions
on PVS Net.

3) Car dhol der shoul d contact the nmerchant if
unfam liar transactions show up or if the anount
differs fromthat shown on the receipt. The card
i ssuer may require the Cardholder to file a
“Di spute Resolution Fornt for any incorrect
charges that are not resolved. If the Cardhol der
di sputes a charge, the nature of the dispute and
the final resolution nust be docunented. This
docunent ati on should be retained with the
Statenment of Account on which the disputed charge
appears.

4) |f a particular charge or credit does not appear
on PVS Net, it should be checked agai nst future
on-line transaction information. |If the charge
or credit does not appear within 60 days after
the original charge was made, the Cardhol der nust
notify the Purchasing Card Admi nistrator.

b. Car dhol der Real | ocati on Responsibility

1) A default University account and subcode are
assigned to each Purchasing Card issued. Al
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Purchasing Card transactions are charged to the
assi gned default account and subcode unl ess
adj ust nents are nade.

Al'l Purchasing Card transactions that should be
charged to an account and/or subcode other than
t he default account and/or subcode shoul d be
reallocated. All transactions in PVS Net should
be checked and the transaction expense shoul d be
real l ocated on-line to the proper account and
subcode.

Verification and reall ocati on of charges shoul d
be done before the end of the nonthly billing
cycle. The University's billing cycle ends on
the 14th of each nonth; thereupon the card issuer
generates a statenent.

After all transactions have been checked, the

Car dhol der nust obtain all appropriate approving

authority signatures and sign her/his transaction
log. The log and all support docunentation nust

be forwarded to the Departnent Liaison.

Departnment Liaison Verification Responsibility:

1)

2)

3)

The Departnent Liaison is responsible for
reviewing all of her/his departnent’s Purchasing
Card transactions using PVS Net to ensure
conpliance with the Purchasing Card Policies and
Procedures.

Departnment Liaison should verify that each
transaction is supported by adequate
docunentation and neets all the criteria for

aut hori zed card use. Questionable transactions
(e.g. purchases of itens for personal use or for
non- Uni versity purposes, etc.) should be
especially scrutinized.

For questionabl e transactions or transactions
that | ack adequate support docunentation, the
Department Liaison nmust contact the Cardhol der to
obtai n an expl anation, supporting docunentation
and/ or reinbursenent. Questionable charges for
whi ch satisfactory expl anati ons or docunentation
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cannot be obtained will be deemed unaut hori zed
and/ or i nappropri ate.

4) | f during the review process, serious
irregularities are detected, the Departnent
Li ai son must notify the Approving Oficial and
t he Purchasing Card Adm nistrator

Department Liaison Reallocation Responsibility:

1) Departnent Liaison shall generate a “Transaction
Revi ew or “Statenment of Account” from PVS Net
for all cardholders in her/his departnment. All
transacti ons nust be checked and reallocated in
advance of the nmonthly cut-off date for changes.
Departnent Liaisons wll add anal ytical
information for cost sharing when applicable.

2) The nonthly default cut-off deadline is 4:00 p. m
on the 20th of each nonth (if the 20'" falls on a
weekend or holiday, the |ast day for any
nodi fications to the transactions in PVS Net is
on the previous business day).

3) Foll owi ng the default cut-off date, the
information fromPVS Net will be downl oaded to
FMS, the University’ s accounting system

4) Departnment Liaison should nake sure that valid
and active accounts and subcodes are assigned to
avoid transactions being rejected. Rejected
transactions shall be recorded to the default
account and will require a journal voucher
adj ust nent .

Si nce Cardhol ders and Departnent Liaisons have the
ability to view transactions at all tines, it is
recommended that both Cardhol ders and Depart nent

Li ai sons nonitor the Purchasing Card transactions on a
timely basis. Constant nonitoring of the Purchasing
Card accounts is the nost effective way to mnim ze

pr obl ens.

The Fiscal Services Ofice will process the downl oad
of departnental charges fromPVS Net to FM S, the
Uni versity accounting system
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The total anmount billed by the card issuer will be
charged to the individual departnental accounts and
credits for disputed transactions will be posted to
departnental accounts when the credit appears on the
card issuer's billing.

The University will receive one (1) master sunmary

bill nonthly fromthe card issuer and the Purchasing
Card Administrator will reconcile the detailed billing
statenment to amount paid the card issuer. The

Di sbursing Ofice will issue one (1) check nmonthly to

the card issuer

Reconciliation to Card | ssuer Statenent

Departnent Liaison shall reconcile the PVS Net Statenent of
Account or Transaction Review to the nonthly statenent
i ssued by the card issuer.

Reconciliation to FM S

a. Departnment Liaison shall reconcile the card issuer’s
nmonthly statement to the report generated by FM S and
appropriate action should be taken to resolve
reconciling itens.

b. A journal voucher should be initiated inmediately to
correct error(s) on the recorded transactions to FMS.

C. Department Liaison shall correct rejected FM S
transactions due to insufficient allotnment bal ance.

After the Departnent Liaison review process is conplete,
the transaction | og, Cardhol der Statenment Account and
correspondi ng support docunentation shall be filed in
accordance with the requirenents set forth herein.



