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INTRODUCTION

The State of Michigan’s Procurement Card Program began in June 1995.  The program simplifies the process of small dollar purchases.  The focus of the Procurement Card Program is to continue improving the purchasing process by streamlining purchases, expanding controls and increasing efficiency. 

Employees may use their Procurement Card to make State of Michigan job related purchases in person, by mail, telephone, or via the Internet, within their designated account limits.  Payments to vendors are made via MasterCard.

JP Morgan Chase issues the MasterCard Procurement Card. 

[image: image1.png]UN Uny *
RIBUS

(V)

\

?

| . . “k
\

U‘.
S





CONTACT INFORMATION

For the State of Michigan:

Ken Mitchell


State Procurement Card Program Manager


DMB Financial Services


320. S Walnut St


2nd Floor Lewis Cass Building


Lansing, MI  48909


T:  517-241-4121


F:  517-241-1859


E:  mitchellk1@michigan.gov
For JP Morgan Chase:


Kristina Boyd


Account Manager


JP Morgan Chase


3995 S. 700 East, Suite 400


Salt Lake City, UT  84107


T:  800-748-9584 X 7175

F:  801-590-1320


E:  KristinaBoyd@jpmchase.com
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KEY RESPONSIBILITIES

The Agency Procurement Card Program Administrator is responsible for the overall administration of the agency’s procurement card program.  As Agency Administrator, you are:

· (a) The liaison between your Agency and the State Procurement Card Program Manager, and 

· (b) Responsible for all activities related to the Procurement Card Program in your Agency or designated area.

The following are key areas that require your ongoing support:

· Ensure Cardholder Agreements are kept on file and distribute cards to cardholders. (Appendix A)

· Provide a copy of the State of Michigan Procurement Card Program Card Holder Manual to each cardholder.

· Train cardholders, cardholders’ supervisors and Agency administrative staff.

·        Process: 

New accounts.

1. Account or Cardholder changes.

2. Account closures.

· Complete payment to JPM Chase according to State policy. 

· Ensure post transaction approval are completed  

· Maintain procedures that meet your departments internal audit requirements for procurement card issuing, use and reporting.

· Assist cardholders with questions and problems.

TAX EXEMPT STATUS

If a vendor or merchant requests documentation to support the tax-exempt status of the State of Michigan, the cardholder should present a document modeled after the attached sample (Appendix B) entitled “Sales to Government Entities.”

PROGRAM MANAGEMENT

Opening Accounts:

1. All requests for new accounts must be signed or authorized by the Agency Procurement Card Program Administrator.

2. The Agency Procurement Card Program Administrator is responsible to ensure that the cardholder signs the Cardholder Agreement and is given a copy of the Cardholder Manual along with any specific Agency procedures.  The Agency Program Administrator should keep the original Cardholder Agreement on file.

3. Each new procurement card account will require the establishment of the default account coding information on the PaymentNet system for the employee.  This is accomplished by accessing PaymentNet, going to the ALL EMPLOYEE PROFILE screen, locating the employee by last name and double clicking on that line.  This will open up the default account-coding screen for data updating.  The fields are:  AGY/F or M/Appn YR, Index Code, PCA, Comp/Agy Obj, Grant No/Phase, Project No/Phase, Agy Codes 1,2,3 or GL Acct/Multipurpose.

4. The steps are:

· Ensure internal procedures for obtaining, using, and controlling credit cards are developed and maintained.

· Maintain cardholder hierarchy list and who approves their transaction reports.

· Ensure a cardholder is not approving his or her own transactions. 

· Provide application form to employee/supervisor when a procurement card is requested.

· Review completed form to ensure necessary information and signatures is included, 

1. Employee first and last name

2. Date of Birth

3. 
Nine digit numerical security code, department number and employee identification number. 

3. Home and business phone number

4. Cardholder’s signature

5. Position

6. Cardholder’s Supervisor or manager name (last, first) hand written

7. Supervisor or manager signature.

8. Supervisor or manager office phone number

9. Supervisor or manager’s fax number.

10. Spending Authorization Parameters must be within the delegated authority as defined in administrative guide procedure, Policy 0510.01 (Delegated Purchase Authority for supplies, materials, equipment, printing, and services). 

11. Enter second line of embossment for this account, should include the department initials and bureau or division identifier for the cardholder.

12. Department administrator signature and date if agreement with obtaining this account.

· Utilize online software capabilities to create new account from the information provided on the application.

· Receive new plastic for this account from service provider; confirm name, and second line of embossing.

· Access online software, move account from “unassigned” to correct hierarchy level within the department.

· In the employee profile assign the default account coding for this cardholder.

· Provide plastic credit card and cardholder manual to employee. Obtain signed usage agreement.

· Provide supervisor manual to cardholder supervisor. Obtain signed supervisory agreement.

· Update cardholder/supervisor-tracking list.

Account Closures:

It is important that cancellations be done expediently to terminate your Agency’s liability on the card.  If the card is obtainable, it should be cut in half and discarded.

Account Changes:

All requests for account maintenance (closures, name change, limit changes, etc.) should be signed by the Agency Procurement Card Program Administrator.

Cardholder Disputes:

Cardholders should follow the instructions in the Cardholder Manual for disputing a transaction.  Payment for the transaction should not be withheld from the cycle payment.  Disputes will appear as a credit on the cardholder’s account.

PAYMENT PROCESS

The Department of Management and Budget pays JPMChase for the entire amount due statewide and then processes those charges to each department bi-weekly using an inter-face program.   .  Each procurement card account assigned to employees has default account coding assigned to it; this account coding is applied to each transaction this card. As part of the Interface process the department is responsible for reviewing, modifying and approving the default account coding assigned to each transaction within their PaymentNet Company.  This must be completed prior to the end of business on the Interface date (eight calendar days after the close of a cycle). As the R*STAR interface file is processed the assigned account coding will be charged the transaction amount and this will be credited to DMB to cover the monies spent making the payment.  The interface is set up with a funds over ride for obtaining the amount due DMB.  The State of Michigan Cycle and Interface Dates are included in Appendix C

Cycle reports (cardholder statements and Agency amount due) are produced on the Thursday after the close of a cycle.  The departments are notified of their amount charged for that cycle.  This is balanced to the Interface totals prior to being processed at MAIN.  The JPMChase billing cycle for monthly spend limits starts on the 4th of each month and completes on the 3rd of the following month.

Reconciliation should be done after the interface is run to ensure that the total dollar amount due was posted and that payment was not held up because of incorrect accounting codes or lack of funds.  Interest due for late payments will be the responsibility of the Initiating Agency.
Audit

For audit information on your Procurement Card Agency Procedures, contact your internal auditor.

Services

Service related transactions, other than health, legal, travel and medical services might be paid for using the Procurement Card if the following requirements are met.

1. Prior to using the Procurement Card for a service related transaction, establish that the vendor is not 1099 reportable by either of the following two methods that will establish this:

· Verify that the 1099 Indicator on the ADPICS Vendor Header Record (5200 screen) equals “N”.  If the 1099 Indicator equals “Y”, the Procurement Card cannot be used for services at that vendor.

· If the vendor is not on ADPICS, request a completed Form W-9 from the vendor/payee, which indicates that the vendor is incorporated, or a government agency.  In order to use the Procurement Card for services, the vendor must be incorporated or a government agency.

2. Retain a copy on-file of the verification you produced through Method 1 or 2 for audit review or retrieval.

3. If Method 2 is used, forward the completed Form W-9 to DMB’s Office of Financial Management.  OFM will add the vendor to ADPICS.

4. When appropriate, fulfill all Civil Service requirements regarding CS-138 Reporting as you would with any other type of payment method.

5. Health Legal and medical related services cannot be paid through the Procurement Card regardless of the vendor status.  All health legal and medical related services (object code 6115 and 6120) are 1099 reportable, even if the vendor is a corporation. 

Information Technology Commodities

The Department of Information Technology (DIT) was created by executive order and is responsible for all computer services.  All computer related commodities are the responsibility of the Department of Information Technology to be purchased.  The Procurement card cannot be used to purchase computer related equipment without the approval of DIT.  Please refer to the DIT Procurement User Guide on the DIT website or contact your agency’s DIT procurement liaison.

AGENCY PROCEDURES FOR Cardholder Manual

When administering the State’s Procurement Card Program, Section 0510.03 of the State Administrative Guide can be a guideline.  Procedures that are specific to an Agency, Section, Division, etc. should be developed and included in the Cardholder Manual as an Attachment.  The Attachment would focus on procedures that are specific to their Agency, Section, Division, etc., which are in addition to the procedures already listed in the Cardholder Manual.  The Attachment should include at least the following:

Spending policy.  Your Agency’s specific spending policies.

Approval policy.  Instructions for the cardholder to have their purchases approved.

Accounting Procedures.  The cardholder’s procedures to keep track of their transactions and what the Agency needs from them to pay the bill and expense the payment.

Account Changes.  When and how to submit the cardholder account changes. 

Plastic Security.  Any special procedures the Agency may require for card delivery, usage and storage.

Services.  Any instructions the Cardholder will need for service related transactions.

APPENDICES

Appendix A

CARDHOLDER AGREEMENT

REQUIREMENTS FOR USE OF PROCUREMENT CARD:

The Procurement Card is to be used only to make purchases at the request of, and for the legitimate business benefit of, the State of Michigan.

The Procurement Card must be used in accordance with the provisions of the Procurement Card Program Cardholder Manual and in accordance with procedures and guidelines established by your Agency for the Procurement Card’s use.

Violations of these requirements may result in revocation of use privileges and/or disciplinary action, up to and including termination of employment.  Employees who are found to have inappropriately used the Procurement Card will be required to reimburse the State of Michigan for all costs associated with such improper use.

Procurement Card Account Number: ______________________________________

Received by: __________________________________________________________







Name  (Please Print)

Signature: ____________________________________________________________

Date: ________________________________________________________________
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