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INTRODUCTION

In order to receive your assigned Procurement Card(s), please read this manual and return the Cardholder Agreement (Appendix A) to your supervisor.

Keep this manual, and any future revisions for your use.

The State of Michigan’s Procurement Card Program began in June 1995.  The program simplified the process of single item purchases of less then $2500 or less.  The focus of the Procurement Card Program is to continue improving the purchasing process by streamlining small dollar purchases, expanding controls and increasing efficiency. 

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

JP Morgan Chase issues the MasterCard Procurement Card.
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CARDHOLDER RESPONSIBILITIES
Cardholders are employees who routinely complete purchase requisitions for items needed to do their job.  As a cardholder, you are responsible for the security of your Procurement Card and for the purchases made on it.  

The following are key areas that require your ongoing support:  

1. Only the cardholder is authorized to use the Procurement Card, and it should not be lent to others to use.

2. Retain all sales slips/register receipts and Procurement Card slips.  Follow your Agency procedures (Appendix C) for management approval of your charges.

3. Report lost or stolen cards to JP Morgan Chase immediately (24 hours a day) by calling 1-800-270-7760.  Report the loss or theft to your supervisor and Agency Procurement Card Administrator at the first opportunity during business hours.

CARD ACTIVATION

To activate your new MasterCard Procurement Card, please follow these simple steps.

· Sign and return to your Agency Procurement Card Administrator the enclosed Cardholder Agreement.
· Call the toll free number on the activation label.
· When requested, enter your 16-digit MasterCard Account Number.
Be prepared to provide the following information:

· Birth date.
· Last 4 digits of your Social Security number.
If you have problems activating your card, please contact your Agency Procurement Card Administrator.

TRANSACTION PROCESSING (CARD USE)
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The MasterCard Procurement Card can be used at any vendor location that accepts MasterCard.  Your Procurement Card has been given specific spending limits.  These limits were determined by State guidelines and your Agency.  The monthly billing cycle from JPMChasis is the 4th of the month through the 3rd of the following month.

When you make a transaction using the Procurement Card, please follow the procedures below:

1. Tell the vendor that you will be paying with your MasterCard Procurement Card.  If it is a phone, Internet, or mail order, give the merchant the Procurement Card number and the expiration date.  If you are making the purchase in person, present the Procurement Card to the vendor.

2. Retain all receipts, invoices, and Procurement Card slips.

3.
For phone or mail orders, instruct the vendor to:

· Not write the credit card number on the shipping slip.

· Note on the shipping slip that the package is a credit card purchase.

· Note on the shipping slip that the package is to the attention of the cardholder.

· Include the credit card slip inside the package.

4. Follow your Agency’s procedures for management approval and payment of your charges.

5. Never split charges in order to avoid exceeding the individual transaction limit.  If, at some point you believe that your individual transaction limit should be adjusted, have your supervisor contact your Agency Procurement Card Administrator for consideration.

SALES AND USE TAX GUIDELINES

The State of Michigan is tax exempt on the purchase of commodities or services paid for by government funds.  The State’s Federal ID number is:  38-6000134.  The State’s sales tax number is:  A-154961.

Be sure to indicate to the vendor that your Procurement Card transaction should be tax exempt.  Your Agency can supply you with a letter to present to the vendor if they request documentation for tax and audit purposes.

MERCHANTS WHO REFUSE PURCHASING CARDS

Any merchant that accepts a credit card can accept the Procurement Card.  If you feel that your purchase has been mistakenly declined, contact JP Morgan Chase by calling the 800 number on your card.

You may find merchants that cannot accept credit cards when you first call them.  If this happens, contact your Agency Procurement Card Program Administrator.
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QUALIFIED CARD USE

A cardholder may make purchases on behalf of the Agency for which he or she is authorized to purchase (see your Agency procedures for authorization process).  The Procurement Card may be used for purchases within your individual account limits.

PROHIBITED PURCHASES
The Procurement Card may not be used for any of the following categories:

1. Travel related expenses such as hotel room, gas etc..

2. Air, train and bus tickets may be purchased with your department prior approval using the JPMChase GHOST Travel account established with Total Travel Management for your work area.  This is the only way travel is allowed on the Procurement Card.

3. Health, Legal and medical services.

4. Other services from 1099 vendors1.  Please see your Agency procedures for instructions on Services.

5. Unless approved otherwise by the Office of Purchasing, the Procurement Card should not be used for commodities and services required to be purchased through a contract.  

6. Cash advance.

7. Personal use.

1A 1099 vendor is one that is: 1) not incorporated; and 2) not a government agency.  
CREDITS AND DISPUTED ITEMS

If you have a problem with a purchased item or billing resulting from use of the Procurement Card, you should first try to resolve the problem with the vendor that provided the item.  In most cases, disputes can be settled directly between the cardholder and the vendor.

Credits:
The vendor should issue a credit for items that have been returned.  This credit will appear on a subsequent statement or cycle report.  For your own protection, be sure to keep copies of any air bills or other evidence of return shipment.

Disputed Items:
If you have a dispute and cannot reach agreement with the vendor, please complete a dispute form (Appendix B).  JP Morgan Chase will intercede with the vendor on your behalf.  Disputes resolved in your favor will initiate a credit to your account.
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CARD SECURITY

The Procurement Card should always be treated with a level of care that will reasonably secure the card and account number.

· Keep your Procurement Card in an accessible, but secure, location.  Your Agency procedures may require a specific storage method.

· Guard the Procurement Card account number carefully.  Do not post it at your desk or write it in your day planner, etc.

· The only person entitled to use the Procurement Card is the person whose name appears on the face of the card.  Do not lend your Procurement Card to another person for use.  If you are going to be absent from the office for an extended period, your supervisor may request that a new card be issued to a different person for the duration of your absence.

LOST OR STOLEN CARDS
Just like your personal credit card, if the Procurement Card is lost or stolen you must notify JP Morgan Chase immediately (24 hours a day).  Call the number listed below.  Notify your supervisor and the Agency Procurement Card Administrator as soon as possible during business hours.


Lost/Stolen Cards 

1-800-270-7760

TERMINATION OF EMPLOYMENT

Upon termination of employment, cut your card in half and turn it in to your supervisor.  Your supervisor will initiate a request to close your account.  Cards should be returned to the Agency Procurement Card Program Administrator if:  (a) you leave State service; (b) move to a new job in which you will no longer require a Procurement Card; or (c) your account needs to be closed for any other reason.

APPENDICES

Appendix A

CARDHOLDER AGREEMENT

REQUIREMENTS FOR USE OF PROCUREMENT CARD:

1.
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.

2.
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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STATE OF MICHIGAN

PURCHASING CARD PROGRAM

Dear Cardholder,

This form has been forwarded to you for your convenience.  If you need additional space please use the reverse side.  Regulations regarding your dispute require that you notify us in writing within 60 days of your receipt of the statement reflecting the disputed charge.  You are not required to use this form to notify us of your dispute, you may write us a separate letter.  Attempts should be made with merchant to resolve the dispute before notifying your credit card company. Any response received after the above mentioned time frame may result in our inability to assist you with your dispute. Please fax your dispute notification to; 1-801-590-1316.

NAME: _____________________________________   E-MAIL ADDRESS __________________________________

ACCOUNT #: ________________________________  MERCHANT NAME: _________________________________

AMOUNT: ___________________   TRANSACTION DATE ________________ POST  DATE: _________________

I have contacted the merchant in an attempt to resolve my dispute, but continue to dispute the above charge for the following reason;

A.  ____  I have been billed more than once by the same merchant.  I authorized one charge with this merchant for  

                $______________ on ____________, but I did not make or authorize $______________ on ______________.  
                                                                                   Date                                                                                                                                                    Date

                My credit card was in my possession at the time of this transaction.

B.  ____  I have been charged for a purchase that was paid for by other means. (Other credit card, Check, Etc.)

                 Enclose copy of other method of payment that verifies purchase was paid for by other means.

C.  ____  I have been billed for the wrong amount on my account.  My credit card receipt shows $__________.  

                However, I was billed $__________.     Enclose a copy of receipt showing correct amount. 

D.  ____  I did not authorize this charge.

E____  Merchant was to issue credit for goods returned on ____________.  This credit has not posted to my      

                Account. Enclose copy of credit receipt received from merchant / or copy of returned mail receipt.

F.  ____  I have not received the Services/Merchandise I ordered.  The Service/Delivery date was____________.

                     Explain all details, including your attempt to resolve with the merchant. 

G.  ____  I attempted to return merchandise but the merchant refuses to accept it.   Explain reason for return,

                    Give Merchant’s response & provide copy of original return mail receipt. 

H.   ____ I Canceled :  Service, Airline Ticket, Hotel Reservation, on _____________. Cancellation #_______________

I.   ____  I have contacted the merchant to resolve my dispute about the quality of services or goods and am still not 

                satisfied. Describe dispute fully, in detail. Include all documentation that supports your claim. 

J.   ____  I have resolved my dispute with the merchant.

_________________________________________________        _____________________________________

                                  SIGNATURE                                                                               DATE
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