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CATAWBA COUNTY

CREDIT CARD PROCUREMENT SYSTEM

POLICY AND PROCEDURES

PURPOSE

To establish a method for use and to define the limits of use of Catawba County issued credit cards provided to certain personnel in order to make purchases of goods and/or services required by Catawba County.

RESPONSIBILITIES
The Purchasing Agent shall be responsible for the implementation and enforcement of this procurement card program.  If anyone has questions concerning the procurement card program, please call Beatrice Abernathy at 465-8222, or Debbie Anderson at 465-8224.

All personnel issued credit cards under this program shall be responsible for the credit card and its use in accordance with the policy and procedures set forth.

INTRODUCTION

This policy is being established in order to provide a more rapid turnaround of requisitions for low dollar value goods, and to reduce paperwork and handling costs.   Those requisitioners who have been issued credit card may now initiate transactions in-person or by telephone, within the limits of these procedures, and receive goods.

RECEIVING A CREDIT CARD

Department heads may propose personnel to be a cardholder by contacting the purchasing department.  

The proposed Cardholder shall be issued a copy of this procedure and shall be required to acknowledge (countersign) an authorization memorandum, indicating that the Cardholder understands the procedures.

AUTHORIZED CREDIT CARD USE

The unique credit card that the Cardholder receives has his/her name embossed on it and shall ONLY be use by the Cardholder.  NO OTHER PERSON IS AUTHORIZED to use that card.  The Cardholder may make transactions on behalf of others in their department.  However, the Cardholder is responsible for all use of his/her card.

Team cards are also available for unit and /or departments.   The team card is one card with several authorized users.  

Use of the Credit Card shall be limited to the following conditions:

a)
Payment for a purchase WILL NOT be split into multiple transactions to stay within the single purchase limit.

b)
All items purchased “over the counter” must be immediately available at time of credit card use. No back ordering of merchandise is allowed.

UNAUTHORIZED CREDIT CARD USE

 
The credit card SHALL NOT BE USED for the following:


a)
Personal purchase or identification, including spouse or significant other’s 



travel expenses



b)
A single purchase of supplies or equipment that exceeds $499.99; (travel 




cost can exceed the $499.99).


c)
Cash Advances


d)
Telephone calls

***A Cardholder who makes unauthorized purchases or carelessly uses the credit card may be liable to Catawba County for the total dollar amount of such unauthorized purchases plus any administrative fees charged by the bank in connection with the misuse. 

MAKING A PURCHASE

Whenever making a credit card purchase, the Cardholder will check as many suppliers as reasonable to the situation to assure best price and delivery, or request assistance of the Purchasing Department.

CARDHOLDER RECORD KEEPING


Whenever a credit card purchase is made, either over the counter or by telephone, documentation shall be retained as proof of purchase.  Such documentation will be used to verify the purchases listed on the Cardholder’s monthly statement of account.


When the purchase is made over the counter, the Cardholder shall retain the invoice and “customer copy” of the charge receipt. The cardholder is responsible for checking that the vendor lists the quantity, fully describe the item(s), and does not make arithmetic errors prior to the Cardholder signing the slip. The transaction’s details shall also be added to the cardholder’s “Purchasing Log”.  Failure to do so will result in loss of card privileges.


When making a purchase by telephone, the cardholder shall also document the transaction on the “Purchasing Log”.


When the goods are received after placing the telephone order, retain all shipping documentation and the invoice.

REVIEW OF MONTHLY STATEMENT

At the end of each billing cycle, the Cardholder shall receive from the Bank his/her monthly statement of account that will list the Cardholder’s transactions for that period.


The cardholder shall check each transaction listed against his/her Purchasing Log, receipts and any shipping documents to verify the monthly statement.

The original, detailed sales document (invoice, cash register tape, credit card slip, etc.) for all items listed on the monthly statement and the Purchasing Log MUST be neatly attached, in date order to the statement.  The data attachment is critical to provide audit substantiation. 

IF THIS ROUTINE IS NOT ADHERED TO, IT WILL BE GROUNDS FOR WITHDRAWING THE CREIDT CARD FROM THAT USER.  THE CAREFUL MATCHING OF COMPLETE SUPPORT DOCUMENTS TO THE LOG AND THEN TO THE STATEMENT IS VITAL TO THE SUCCESSFUL USE OF THIS PROGRAM.


After review, the Cardholder shall sign the monthly statement, and present it to his/her approving supervisor for approval and signature.


The approving supervisor shall check the Cardholder’s monthly statement and Purchasing Log and confirm with the Cardholder the following items as a minimum:


*
Receipts and shipping documents exist for each purchase.


*
The goods were received or the services were performed.


The approving Supervisor’s signature/approval of a Cardholder’s monthly statement indicates that the Cardholder was authorized to make those purchases and those purchases were made in accordance with the applicable procedures.

***The Cardholder shall secure his/her Approving Supervisor’s approval and send the Purchasing Log with receipts to the Purchasing Office by the 30th of the month the statement is received.

***It is extremely important for the Cardholder to review and reconcile the monthly statement, obtain the Approving Supervisor’s approval and pass the statement on to the Finance Office as quickly as possible.

***More than two (2) reminders to a Cardholder by the Finance Office that an approved monthly statement is delinquent will be grounds for withdrawing the credit card from that user.

If the cardholder does not have documentation of a transaction listed on the monthly statement, he/she shall attach an explanation that includes a description of the item(s) purchased, date of purchase, vendor’s name, and reason for lack of supporting documentation.  


FAILURE TO PROVIDE A RECEIPT WILL BE REVIEWED AND


CARDHOLDER MAY BE RESPONSIBLE FOR CHARGES.


If the Cardholder is disputing a charge, he/she shall contact the vendor and see what the charge was for and who made the charge.  If vendor does not give the information needed, cardholder needs to call the Purchasing Office and the Purchasing Office will dispute the charge with the bank.


If an item has been returned and a credit voucher received, the cardholder shall verify that this credit is reflected on the monthly statement.


If the Cardholder’s monthly statement lists a transaction where the good have not been received or some other discrepancy, the Cardholder should contact the vendor and see what the vendor can do to resolve the problem.  Most problems can be resolved between the Cardholder and Vendor.  If the dispute cannot be settled at this level, the Cardholder or Approving Supervisor shall advise the Purchasing Agent.

CARD SECURITY


It is the Cardholder’s responsibility to safeguard the credit card and account number.


The Cardholder must not allow anyone to use his/her account number.  A violation of this trust will result in that Cardholder having his/her card withdrawn.


If the card is lost or stolen, the Cardholder shall immediately notify the Bank at the following number: 800-397-1253.  Representatives are available 24 hours a day.  Advise the representative that the call is regarding a Visa Procurement Card.  The Purchasing Agent is also to be notified immediately.

CARDHOLDER TRANSFER/SEPARATION


Prior to transfer to another county department or separation from Catawba County, the Cardholder shall surrender the credit card and current credit card


Purchasing Log to his/her Approving Supervisor.  The Supervisor shall cut the card up and notify the Purchasing Office.


If a cardholder transfers to another County department he/she may request a new card to be issued through their new supervisor.

