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PROCARD
THE VSCC PROCUREMENT CARD PROGRAM

THE PROCARD PROGRAM

. Program Overview

The procard program has been developed to streamline the purchasing process including requisitioning,
procurement, receiving, and payment processing for low-value ($5,000.00 or less or as assigned, except those
described in the account restriction section below) purchases. The program utilizes the US Bank MasterCard
Procurement card as the payment processing medium and is administered by US Bank.

When placing an order with a vendor, cardholders use their procard in lieu of payment authorizations.
Cardholders are to give his/her credit card number at the time of the purchase. There may be instances (i.e.,
phone orders, printing, etc.) where the cardholder may not want to give his/her credit card number until goods
are received to ensure accurate orders. Vendors record purchases on charge slips which are then processed
through the MasterCard system. US Bank generally pays the vendor within three to four working days.

A monthly summary billing statement is sent to the Business Office by US Bank detailing all account charges.

Individual cardholder statements will be in electronic format each month. A monthly activity log must be
maintained for each cardholder (see Attachment C within their department to compare with the
monthly summary billing statements). This will ensure the accuracy of the charges. All receipts, invoices, or
any other supporting documentation must be kept with the activity logs. A new activity log sheet shall be kept
for every charge period. Upon request, departments will be asked by auditors to present the charge period logs
and all supporting documentation.

A departmental representative will be selected in each department to reconcile the activity log(s) and record
account charges. This program will allow cardholders to go in and view all charges for their department. Once
the monthly billing statement is printed, the departmental representative will verify all charges on the monthly
billing statement against the activity log(s). Once verified, the representative will enter the appropriate account
numbers and index codes.

US Bank will send a monthly master statement to VSCC Purchasing which includes the charges from all
departments. One consolidated payment is then made to US Bank by the Business Office. Each department’s
account will be debited for the total amount of charges made against it during the month.

. Program Advantages

Reduced Workload — Processing of paperwork is significantly reduced for requisitioning, receiving and
accounts payable activities.

There will also be a decrease in the volume of invoices and checks processed by Accounts Payable. A single
electronic bank transaction will replace hundreds of invoices received and checks printed, saving time and
money.




2. Improved Deliveries and Quicker Information — Without delays in processing requisitions, the order is placed
immediately by the departmental employee. The availability of items, process and ship dates are known when
he/she hangs-up the phone. Items ordered will also be received much sooner.

C. Program Administrator

The Purchasing & Contracts Office administers the Procard Program.

OPERATING PROCEDURES

The following detailed policies and procedures provide information on how to obtain a procurement card,
responsibilities by activity, account reconciliation, and who to contact for assistance with summary billing
statements or charges. (See VSCC Policy No. 1V:02:02)

A. Account Description

The MasterCard account for the procurement program is a charge number issued in the name of the
department. Each card is assigned to a specific department.

B. Authorized Purchases

1. Materials/services, except those described in the account restriction section below, may be ordered directly
from vendors. All the same purchasing policies apply to every purchase. Approvals to purchase may be
secured within the department. Any transactions outside the established parameters will automatically be
declined at the point of sale. Please refer to VSCC and TBR Purchasing Policy.

2. Orders are to include only items that are to be charged directly to the cardholder’s department account.

3. The expenditure limit for this program is $5,000.00, or as assigned, for each transaction including
shipping. Failure to comply with this requirement may result in the cardholder losing the procard
privilege.

C. Account Restrictions

The following items are excluded from this program and may not be obtained with the procard, unless
otherwise authorized:

Kleenex/Tissues IPADS/Computers/Tablets/Accessories Personal Magazine Subscriptions
Candy Software Food

Personal Tylenol, Advil, or other analgesics Clothing
Services/purchases/withdrawls

Gift Cards/Flowers Office Lamps Prizes/Meals

Personal Calendars Medical Services Decorations/Flowers

Brief Cases Negotiated Contracts/Agreements Hand Sanitizers

Individual Memberships Travel Expenses Fountain Pens

Printers Christmas/Birthday/Get Well Cards Trailers/Vehicles

Personal Contracts/licensing Maintenance & service agreements

agreements unless approved by Purchasing and LT. Related Purchases made through I.T.

Contracts Office
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1.

Procurement cards may be used for the payment of hotels, registration fees and airlines. Procurement cards may not
be used for meals, incidentals incurred during actual travel time except in instances of team/group travel. This
change was revised by TBR General Travel Policy 4:03:03:00.

Any use of this program that is personal, fraudulent, and/or an act of gross negligence, for unauthorized
transactions may result in disciplinary action including, but not limited to, the loss of procard authorization,
suspension or termination. Employees may be held personally liable for misuse of procards assigned to them.
Exceptions to this policy may be allowed by the Manager of Purchasing, Assistant Vice President of Business
and Finance, and the Vice President of Business and Finance when necessary and for the benefit and function
of VSCC.

. Opening of Accounts

The president, vice president, deans, directors and department heads are responsible for designating employees
to receive the procard. Employees complete the Procurement Card Authorization Form (see Attachment A) and
submit it to VSCC’s Program Administrator after all approvals have been obtained. Legitimate charges made
on the procard are a College liability (not a personal liability to the individual). Employees should insure that
procards are adequately safeguarded from loss or misuse. See Section IV for procedures to report lost cards.
There will be no credit reference checks on the personal credit of the employee for the College Procard. Nor
will the use of the procard have any effect on the employee’s personal credit rating. Each employee designated
to receive the procard must attend a user training session. Training will be provided by the Purchasing &
Contracts Office. After completion of the training, the Purchasing & Contracts Office will distribute the
procard issued by US Bank to the employee.

. Account Closures

Accounts will be audited as a part of the close-out procedures for employees leaving VSCC.

The procard and the MasterCard Procard Account Closure Form (See Attachment G) are to be turned in to the
program administrator by employees upon termination for any reason, including retirement. Supervisors of
employees changing departments must contact the program administrator to close their accounts. If appropriate
to the new position the process for opening a new account will be followed.

VSCC’s Program Administrator will close account numbers upon the request of the President, Vice Presidents,

Deans, Directors, Department Heads, or at the discretion of the Manager of Purchasing & Contracts based on
violations or misuse.

RESPONSIBILITIES

A. Departmental/Procard User Activities

1. Departments are responsible for monitoring the appropriateness of purchases and insuring the availability
of funds in their departmental budgets. A procard pre-approval purchase form is provided in Attachment B. All
procard pre-approval forms need to be approved by the department head. All pre-approval forms must be
filed with receipt/invoice attached.

2. Making sure purchases are being charged to the correct account number/index code.

3. Order items as needed. No purchase order number is required. If a vendor asks for a purchase order
number, use your departmental budget number.



4. Instruct the vendor where to deliver materials. It is important that the vendor record on the packing slip
your complete name, department name, building, and room number on each order. The only
information Central Receiving has concerning where to deliver your goods are the vendors’ packing slips.

Central Receiving Volunteer State Community College
Volunteer State Community College Highland Crest
1480 Nashville Pike 150 Laureate Avenue
Gallatin, TN 37066 Springfield, TN 37172
Volunteer State Community College Volunteer State Community College
Livingston Cookeville Higher Education Center
113 Windle Community Road 1000 Neal Street
Livingston, TN 38570 Cookeville, TN 38501

5. Procard users must tell vendors that VSCC is tax exempt before placing an order. The tax number is
printed on the front of the MasterCard card. Employees may be responsible for any taxes charged to the
procard.

6. Obtain the total cost of the order from the vendor (including shipping charges) before the order is placed.
The total order must not exceed $5,000.00, or as assigned.

7. At the beginning of each charge period, your log and supporting documentation should be taken to the
departmental representative (this will be the person in the department responsible for reconciling the
monthly statements). See Attachment C for activity log procedures. This activity log will be used to
verify the accuracy of vendors’ charges on the monthly summary billing statement, and serve as an
audit trail for the College. It is important to record the name and telephone number of the vendor
contact who processed your order for future reference. If there is no supporting documentation (i.e.,
invoice, packing slip, etc.), the Supporting Documentation Exception Form (Attachment D) must be
completed and filed with the activity log to serve as a receipt for the transaction.

8. When merchandise is received, record date of receipt on the charge period activity log sheet, and keep all
packing slips, receipts, invoices, and any other supporting documentation with the activity log.

9. Obtain necessary approvals of activity log and summary billing statement according to College
requirements (See Section III B. Below).

10. Maintain in the department:
e Procard
e Activity Log Sheets
e Copies of change period summary billing statements/supporting sales slips
e Packing Slips
e Any other supporting documentation

The department must keep these transaction records for five (5) fiscal years beyond the current year. Records
will be periodically reviewed and audited. Please refer to TBR policy 1:12:01:00.
*%1:12:01:00 SW23: Credit Card and Purchasing Card (p-Card) Documents - Documents relating to the
issuing and use of state issued credit cards and Purchasing cards (p- Cards). Records series includes: new
card application, cardholder agreement form, approver signed agreement form, account maintenance forms,
training tests, Edison security form, transaction logs, exception logs, fiscal officer's memos, account
statements, and receipts. Retention: 5 yrs.; End Action: Destroy**
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https://policies.tbr.edu/guidelines/records-retention-and-disposal-records

B. Approval Of The Charge Period Summary Billing Statement

Each department will receive a charge period summary billing statement for the cardholders in the
department directly from the US Bank of all transactions posted to their account(s), you can also access
the statement online with US Bank. The charge period summary billing statement must be reconciled by
the departmental representative to the monthly activity log. Generally, validating that the transaction
dates and amounts on the statement match the order dates and amounts recorded on the log. Items ordered
toward the end of the billing cycle, however, may be included on the next summary billing statement,
he/she will be responsible for posting the departmental account numbers and index codes. Once the
account numbers are entered, the Business Office will assume that all charges are approved and will
process the payment.

C. Procedures For Handling Discrepancies

1. Log Amount Differs From Monthly Summary Billing Statement

If the amount recorded on the log (i.e. amount quoted by the vendor) differs from the statement
(excluding freight costs) contact the vendor. If tax is included in the amount, contact the vendor. If the
amount referenced on the log is incorrect, the correction should be recorded on the log. If the amount on
the statement is incorrect, request the vendor to credit your credit card on the next statement. The log
should be posted to ensure the credit is received. If a copy of the transaction sales draft (vendor
document provided to US Bank) is required to investigate the amount, notify the Purchasing & Contracts
Office immediately and a written request will be sent to US Bank.

2. Statement Charge From An Authorized Vendor Not On The Log

Contact the vendor. If it is determined that the materials were received make a correction entry to
the activity log. If the charge should not have been posted to your account ask the vendor to credit
your card and make a correcting entry to your log.

3. Statement Charge From A Non-Approved Vendor or Suspected Fraudulent Charge

Manager of Purchasing and Contracts

ALL CREDITS DUE TO THE CARDHOLDER SHOULD BE LOGGED ON THE PROCARD LOG
SHEET WITH ALL CHARGES

Controls

. Check Out Log. The procard custodian/department reconciler should know where and who has the Procard at
all times. All departments with numerous transactions should use a Check- Out Log to keep track of
your Procard

Departmental Representative Reconciliation - The departmental representative, other than the purchaser, is to
reconcile the activity log, receipts, and the monthly summary billing statement within seven (7) days of
receiving the summary billing statement to ensure the amounts charged reflect merchandise actually received.
The reconciler is to sign and date the activity log to indicate the review was performed.

Charge period will be the 25th of each month. All account numbers and index codes will need to

be posted by the Sth of the following month. The department head/dean will also approve the log.

All logs, packing slips, and charge/sales slips should be maintained centrally in the department with the charge
period summary billing statements. Records must be kept for five (5) fiscal years following the current year.
These are official VSCC records which may only be disposed of in accordance with Tennessee Board of
Regents Guideline 1:12:01:00.
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3. Purchasing & Contracts Office — The Purchasing & Contracts Office will review all charges. If questionable

F.

IV.

A.

items are discovered, inquiry will be made to the cardholder for written clarification. Purchasing violations
will also be sent to the cardholder for written explanation. All violations are recorded by the Purchasing &
Contracts Office, and after three (3) offenses, the Cardholder may lose his/her credit privileges for a
period of no less than three (3) months. Cards can be reinstated at the discretion of the Purchasing &
Contracts Office, the Assistant Vice President for Business and Finance, and the Vice President for
Business and Finance, the Cardholder’s applicable vice president, and the department head. Failure for a
cardholder to respond to a questionable purchase and/or violation is also cause for card cancellation.

. Internal, State Auditors, and Federal — Periodically departments will be audited by internal and state and

federal auditors. All procurement card files are to be located centrally so the departmental representative can
locate these upon the request of an auditor. (Please refer to TBR policy 1:12:01:00 for record retention).

US Bank Activities

1. Pay vendors as they submit charges.
Control credit verification.

3. Provide electronic billing statements to cardholders. Provide consolidated billing statement to Director of
Accounting and monthly summary billing statements to the Business Office. Provide analyses to program
administrator.

4. Send duplicate copies of sales drafts in the event of a disputed charge.

Program Administrator Activities

1. Process authorized requests for procards, maintain control over active cards, and close accounts in
accordance with operating procedures.

2. Maintain documentation of cardholders, cardholder closures, and overall cardholder maintenance.

ASSISTANCE

Lost or Stolen Card

Contact the Purchasing & Contracts Office at Ext. 3406 or Ext. 3587.

. Unrecognized or Unauthorized Charges

For purchases on the statement not recognized or unauthorized, contact the Purchasing & Contracts Office
immediately. The cardholder and the procard administrator will work together to resolve the charges with US
Bank.

. Account Management

To discuss account management, contact the program administrator at Ext. 3352 or 3587.

. Approval of Purchase Denied

If a vendor advises that approval has been denied by the credit card system, it is most likely a result of a
violation of one of the various established levels of authority checks. The vendor will not have information
related to the reason for denial, nor does the employee have authority to obtain the information from US Bank.
The employee should contact the VSCC Program Administrator at Ext. 3352 or 3587. The issue will be resolved
between the program administrator and US Bank.



Attachment A

Attachment B

Attachment C

Attachment D

Attachment E

Attachment F

Procurement Card Authorization Form

Procard Pre-Approval Purchase Form

Procard Activity Log Form

Procard Activity Log Procedures Supporting Documentation Exception Form

Procard Account Closure Form

Contacts




Attachment A

N/ VOL STATE

PROCUREMENT CARD AUTHORIZATION FORM
FOR VSCC PROCARD DATE: /]

TO: April Corkin, Coordinator of Purchasing & Contracts or Charlotte Soporowski Assistant
Vice President of Business and Finance.

FROM:
Printed Name (that will appear on Procurement Card)

I am hereby requesting authority to purchase items and pay for such purchases using the Volunteer
State Community College Procurement Card (Procard), provided the amount of any single purchase
does not exceed $5000.00 (or as assigned, including shipping).

Items may be purchased consistent with my organizational responsibilities, including any grant
restrictions, to satisfy legitimate requirements. However, purchase limits as shown above have been
established. All purchases will be made in accordance with all applicable College and TBR Policies
and Procedures. This delegation does not authorize me to purchase any items listed in section IIC,
"Account Restrictions" in the procard manual.

I understand that this delegation shall automatically terminate upon separation from Volunteer State
Community College.

I understand that personal charges are expressly prohibited and that any fraudulent or personal
purchases may be recovered by payroll deduction. In addition, legal action may be taken.

The College shall have the right to cancel my procard at any time.
I further agree to relinquish the procard to the Purchasing & Contracts Office upon termination of

employment (completing the Procard Closure Form) or when requested to do so. I hereby agree to the
above requirements.

Cardholder's Name Cardholder Signature
Department Extension Number
Index Number Date Training Completed

Department Head Signature Vice President Signature



Attachment B

N/ VOL STATE

Procard Pre-Approval Purchase Form

Date:

Employee Requesting Purchase:

Brief Description of Item:

Vendor:

Amount (Approx.):

Index Code/Account Code:

Employee Signature:

Dept. Head/Division Dean Approval:

**Pre-Approval From must be fully signed.
**Please attach supporting documentation/quote to request.

**Receipt must be attached after purchase has been made.




\/VOLSTATE

Attachment C

PROCARD ACTIVITY LOG
Name:
Department:
Charges for the billing period: (month & year)
Procard #
Reconciled By: Date:
Approved By: Date:
Order Date Vendor/Contract/Phone # Quantity/Description |  Charges Index Account  Date Rec’d  [Date
(Or Refunds) Posted to

lUSB Acct.

$ total here

* Reconciler to check all charges are verified with statements and receipts.

* Form to be fully signed upon reconciliation.




Attachment D

\/VOLSTATE

ACTIVITY LOG PROCEDURES

The activity log is the key to managing and controlling the procard account. All purchases must be recorded on the
activity log. When the monthly summary billing statement is printed, each charge is to be verified against the activity log.
A department representative must reconcile the Activity Log and the Summary Billing Statement. The reconciler is to sign
and date the activity log. The department head must approve and sign each month’s activity log.

Activity logs and summary billing statements have the same retention requirements as other Purchasing records. These
transaction records must be kept in the department for three (3) fiscal years plus the current year. Records may only be
destroyed in accordance with procedures as detailed in TBR Guideline G-070.

Shown below is a sample log:

Procard Activity Log
Name:
Department:
Charges for the billing period : (month & year)
Procard #
Reconciled By: Date:
Approved By: Date:

Procard Activity Log

Order Date Vendor/Contract/Phone # Quantity/Description Charges Index Account  [Date Rec’d  [Date
(Or Refunds) Posted to
USB Acct.

** Reconciler to check all charges are verified with the statements and receipts. **



SUPPORTING DOCUMENTATION EXCEPTION FORM

Procard User Name

Dept. Account No.

Procard Account No. Date

Charge was made during the following billing statement: (month & year)

1. Vendor Name and Address:

2. Vendor Telephone No.:

3. Vendor Contact Name:

Quantity Item Description Unit Extended Shipping/Delivery Total Cost Date Received
Cost Cost Charges

Explanation for no receipt:




Attachment E

N/ VOL STATE

PROCARD ACCOUNT CLOSURE FORM

I , am requesting to have my visa
Cardholder's Name

procard cancelled for the department of

Department Name
for the Index Number(s) listed below.
Approved:
Department Head Signature Date
April Corkin Date

Coordinator of Purchasing & Contracts

Index Number:

Return signed form to April Corkin, Coordinator of Purchasing & Contracts.



Attachment F

CONTACTS

US Bank Customer Service:
Offers 24/7, general account information and service to cardholders.

= Toll-free telephone: 800.344.5696
=  Collect: 701.461.2042
= Fax: 701.461.3463

For a lost or stolen card: Contact Coordinator of Purchasing and Contracts or Assistant Vice
President of Business and Finance. If you cannot reach

either or during/after business hours please call US Bank
Customer Service.

Procard Administrator:

April Corkin, Coordinator of Purchasing & Contracts
Ext. 3406

Charlotte Soporowski, Assistant Vice President of Business & Finance
Ext. 3587
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