1.0  Purpose


To establish a standard procurement card program. 

2.0  Organizations Affected


All City of Fayetteville Departments

3.0  References


General Statute 143-129, State of North Carolina



General Statute 143-131, State of North Carolina


General Statute 159, Article 3, State of North Carolina

4.0  Policy


4.1  It shall be the policy of the City that procurement cards may be used for the purchase of materials, 
supplies, and services when the issuance of a purchase order would be comparatively costly and 
unproductive. Procurement cards are for small-dollar items bought directly from vendors, thus increasing 
efficiency, decreasing cycle time and dramatically reducing paper work.


4.2  Cardholders must exercise good judgment and act responsibly when using the Purchasing Cards.  
Those cards issued in the name of the individual employees and all activity is assumed to been incurred by 
the people named on the cards.  A card having multiple individuals or ghost accounts with multiple users 
shall be the full responsibility of the department head.


4.3  Procurement card purchases may not be used for:



a.  Formal purchases subject to the provisions of General Statute 143-129.



b.  Items available in Central Supply



c.  Capital items having a useful life of one year or more and a value exceeding $1000.



d.  Goods or services are limited to $1000. each.  These may not be broken into smaller purchases


(parceling) to meet this transaction dollar amount.



e.  Computer hardware, computer software and furniture purchases must have specific approval

 

of the Administrative Services Director.



f.  Any item for the cardholders personal use or the personal use of another party.

5.0  Responsibilities


5.1  Cardholders and ghost users shall not delegate their card authority.  Cardholders and users shall maintain concise records of all card purchases and original vendor receipts.  Cardholders and users must try to resolve any purchasing/billing discrepancies immediately upon receipt of the month end statement.   All month end statement purchases must be verified.


5.2  The department head or designee has full responsibility for procurement card issuance requests, card usage and card revocations.  The department head or designee signature on monthly statements shall indicate that all charges for the cardholder(s) have been reviewed and approved as expenditures made in compliance with City policy and procedures. 


5.3  The Purchasing Card Administrator and Sub-Administrator are responsible for maintaining bank card issuer relationships.  The Administrators are responsible for the security and integrity of City the procurement card program.


6.0  Procedures


6.1  Card Administrators will establish recommended security and card processing directives.


6.2  Administrative Services will monitor and assist with item purchase/vendor transactions.


6.3  Finance Department will establish expenditure account posting, auditing, and billing procedures.

