Catawba County Procurement Card Program

Cardholder Agreement

February 1, 2006

Purchasing Procedure:

· With Supervisor’s approval the procurement card may be used for routine supplies, small equipment, catalog orders, travel, and any other budgeted County approved items.

· The procurement card may not be used for the following purchases:

 
Any purchase of goods over $499.99

       
Personal purchases including spouse or significant other’s travel expenses

        
Cash advances

        
Phone calls

        
Alcoholic beverages

· Purchases may not be divided into smaller increments in order to avoid the $499.99 maximum.  A purchase order must be obtained for these purchases.

· The procurement card should be used at every opportunity when making small routine purchases, even at businesses where a County account is already in place.

· If the bank rejects authorization of your procurement card, call Beatrice Abernathy @465-8222 as soon as possible.

Payment Approval Procedures:

· Each cardholder or department will receive his or her monthly statement for the purchases that were made.  Departments will need to verify each purchase billed and attach the purchase receipts to the statement.  If a receipt has been lost, the cardholder will obtain a duplicate from the vendor.  If a travel receipt is lost, the County’s travel policy will apply, and the employee will have to reimburse the county for the expense(s).

· The procurement card liaison for each department will attach all receipts to the statement, code the statement charges on the procurement log sheet, and obtain the department head approval and signature.

· All procurement card logs should be sent to Kristy Connelly, Finance Office, by the 30th of the month the statement is received.

· Failure to comply with these procedures will result in loss of card privileges.

· Failure to provide receipts will result in reimbursement to the County and loss of card privileges.

· When available, detailed receipts should be submitted with the procurement log.  Failure to do so will result in loss of card privileges.

· Failure to comply with these procedures or related matters, are considered conduct issues and the employee is subject to termination.

Acknowledgment:

(     I have received and read a copy of the Catawba County Procurement Card Policy.

· I acknowledge that I am being entrusted with the Catawba County Procurement Card to make financial commitments on behalf of Catawba County and that I must restrict my purchases to items budgeted and approved for County use.

· I acknowledge that under no circumstances, will I use the Catawba County Procurement Card for my personal gain or make personal purchases for others or myself.  N.C.G.S. 143-58.1 makes this a misdemeanor.  Should I violate this rule, I will reimburse Catawba County for all incurred charges and any fees (including attorney fees and expenses) related to the collection of the charges.  

· I understand I am subject to discipline, possibly including termination.

· I will treat the Catawba County Procurement Card with the same care and security as if it were my personal card.  I will not loan the Catawba County Procurement Card to anyone.  If it is lost or stolen, I will contact Beatrice Abernathy @465-8222 or call 1-800-397-1253, if after working hours, immediately.

I have read and understand the above agreement and will comply fully with its terms and future amendments for as long as I am a cardholder or participate in the Catawba County Procurement Card Program.

Keep a copy of this agreement for your record.

___________________________________

Department

_____________________________                  __________________________            __________

Cardholder’s Signature                                                       Printed Name                                                       Date

