CREATING A SUCCESSFUL
P-CARD PROGRAM

Yes, it's possible!




WHAT IS IT¢

A bank-issued corporate purchasing card.

Name on card is both employee and Port.

Works with any vendor that accepfts credit cards.

Can set a per-purchase limit.

Can limit purchases by
Merchant Category

Code (MCC).

Con Name, Description & Type
MCCG13

MANUAL/ATM CASH/COURTESY CHECKS
Standard

Merchant Category Code Show Details
6010, 6011, 6012, 6050, 6051

Authorization Action Use Managing Account MAC as MAC
Decline Yes




CHALLENGES/RISKS

« Unauthorized purchases: "l used the wrong card”

SECTION 7 CREDIT NOT TO BE LOANED. No county, city, ftown or other municipal
corporation shall hereafter give any money, or property, or loan its money, or
credit to or in aid of any individual, association, company or corporation,
except for the necessary support of the poor and infirm, or become directly or

indirectly the owner of any stock in or bonds of any association, company or
corporation.

« Fraudulent charges.



« Receipts not furned in to A/P timely.

« Purchase made on other’s behalf.
Potential confusion.



SOLUTIONS!

Start with a strong P-Card policy!

« Purpose — explain the purpose of the policy.

« Benefits — explain the benefits of the program.
« Compliance - list Violations and Consequences.

« Cardholder Qualifications and Responsibilifies.
* Procurement Program Administrator (PPA) Responsibilities.

« Restrictions — clearly list restricted purchases.



Purpose

“This manual explains policies,
procedures, and best practices relative
to the P-Card program and informs
everyone involved in the procurement
process their responsibility to establish
and maintain proper internal controls.”




Benefits of the P-Card

Ability To obtain goods and services faster and easier.

Reduced need to use personal funds and obtain
reimbursements.

Immediate payment to suppliers/vendors.
Convenient, secure and flexible.

Universal acceptance by suppliers who credit cards.
Built in controls prohibit certain “restricted” purchases.
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1DON: TALWAYS

Compliance with Policy - Violations

« Purchase of items for personal use.

« Use of the PCard for purchases of more than cardholder’s
limit by splitting the purchase into more than one
transaction.

« Failure to return the PCard when reassigned, terminated,
or upon request.

~

« Failure to furn in receipts.

Compliance with Policy - Consequences

Verbal warning.

Written warning.

Mandatory addifional training.
Disciplinary action.

Revocation of PCard privileges.

BUT WHEN.LDO,
IT;S FOR NONCOMPLIANCE

e Termination and/or criminal prosecution.



Cardholder Responsibilities

Keep the card secure.

« Reviewing appropriateness and budget availability
prior to executing transactions.

« Turnin all receipts to the Accounting Depf.

« Immediately contacting bank, either directly or
through the PPA in the event the PCard is lost or
stolen or possible fraudulent misuse.

GAN KEEP YOURSELF,

- _//OUT OF TROUBLE )/



Administrator Responsibilities

» Process new P-Card applications.

» Provide training and orientation.
» Monitor purchases for compliance and fraud.

» Provide support and guidance.
« Serve as ligison between cardholder and bank.
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Set purchasing
limit to individual
purchasing
authority.

REQUEST FOR PROCUREMENT CARD

NAME
DIVISION

PURCHASING AUTHORITY $ (per individual

I have read and understand the Procurement Card Policy, and agree to abide
by all cardholder responsibilities.

I also understand that 1t 1s my responsibility to safeguard the card and to
report a lost or stolen card to the Port Auditor and issuing bank immediately.

Emplovee Signature

Division Director/Manager Signature

Port Auditor Signature

IMPLEMENT!

Require review of policy
before card is ordered.

Require Manager’s
approval for a card.



IMPLEMENT!

Purchasing card - Message (HTML) Eal O

Message Options Farmat Text Review Laserfiche Acrobat Q@ Tell me what you want to do...

WJ ] Q I* Follow Up - .’

I High Importance
Address Check | Attach Attach Signature  Attach File Office
Book MNames Filev ltem~ = vialink- ' LowImportance  aqdq.ins

Clipboard Basic Text Names Include Adobe Acrobat Tags ra | Add-ins

From = Tamara5@portofbellingham.com

Purchasing card

A purchasing card has been ordered in your name. It should arrive in the next week or so. After you activate it, please give me the paperwork that it was
attached to, for my records.

Reminder:
Any purchases made with this card are your responsibility, so please guard it like your own.
< : | e O r After making a purchase, write the GL #, initial, and note that it was on your card and forward to Sharon. Reminder that the purchasing card is simply a payment

. . method; standard purchasing procedures still apply.
Instructions

Let me know if you have any issues with the card, it gets lost or stolen, or if you suspect fraud. We can pet it canceled and a new one on the way immediately.

Thanks,
Tamara

Clear expectations




WE'RE TALKING ABOUT EFFICIENCIES...

Paying Vendors with ACH instead of check - WHY?

Vendors get paid faster...no snail mail.
Cheaper for us: no cost of envelopes, check stock, postage.

Small cost to us: 7c¢ per item.

Vendor Hesitation

Don’t want their bank account information made public.
They likely are not aware of UPIC (fake account number assigned by bank).

Ovtreach
Bright sticker on check stub - “ACH would have been faster”.
Educate about UPIC.

OTHER IDEAS??¢



THANK YOU FOR YOUR TIME!

Additional Discussion?

Questions?
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