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[bookmark: s100]100	P-CARD PROGRAM OVERVIEW
· The State of Kansas contracts with UMB Bank as the card provider for the State Procurement Card (P-Card) program.   

· P-cards may be used to purchase commodities, services, and capital items from merchants who accept the VISA card (in-store, internet, etc.).

· Travel Cards may be used to purchase travel related expenses (except travel related meals).

· P-cards can only be issued to employees of the State of Kansas.

· P-cards must be issued in an employee's name (except for Cardless Travel Accounts and Automotive Cards) and are the property of the State to be used for official State business, as defined in this document.

· Payments to the card provider must be made from funds in the State Treasury. 

If payments to the card provider will not be made from funds in the State Treasury, the employee is not eligible to be a cardholder in the State P-Card program.

· Contact information for the State P-Card Program is listed below:
Tim Hund	(785) 368-6347	(tim.hund@ks.gov)
Dani Kasprzak	(785) 296-8006	(dani.kasprzak@ks.gov)
[bookmark: s110]110	P-Cards Can Only Be Used for Official State Business
· P-Cards are issued for official State business.

· Cardholders may not make personal purchases with the p-card. 

· In the first instance of a personal purchase with a p-card, the personal purchase may be left on the p-card, if the agency receives immediate reimbursement from the cardholder.
 
· Subsequent personal purchases (with the p-card) should be reversed in VISA, rather than by receiving reimbursement from the cardholder. 

· The p-card should be cancelled if ongoing personal purchases are made with the p-card. 
[bookmark: s120]120	Compliance with State Policies and Procedures
The p-card cannot be used to avoid or bypass the State’s accounting, purchasing, and travel rules. 
The p-card is to be only used within the guidelines of existing State accounting, purchasing, and travel rules.  (Refer to section 400 of this document for additional information regarding compliance with State accounting, purchasing and travel rules.)
130	P-Card Purchase / Payment Cycle
1) The cardholder initiates a purchase (in-store, internet, etc.).

· Purchase information is electronically validated in VISA, before a purchase can be authorized / finalized.  Purchases that do not meet the following validation criteria will be declined by VISA.

· Strategy 

· The Strategy assigned to a p-card (in VISA) defines the types of merchants that a specific p-card can be used to make purchases from.  

Specifically, the Strategy assigned to the p-card in VISA defines the allowable Merchant Category Codes (commonly referred to as MCC’s) associated with the types of merchants that purchases can be made from.

· The purchase is declined in VISA if the Strategy does not authorize purchases from a specific type of merchant.  
For example, an attempt to make a purchase at Walmart would be declined in VISA if the Strategy for the p-card only allowed purchases from lodging establishments.
· The Single Purchase Dollar Limit for the card in VISA.

· The Credit (billing cycle) Dollar Limit (in VISA) for each of the categories listed below.  If the amount of the current purchase causes the amount of cumulative purchases during the billing period to exceed the billing cycle dollar limit for any of the following categories, the purchase will be declined in VISA.

· The p-card, 

· The control (billing) account that the p-card rolls-up to in VISA, and

· The agency-wide credit limit.

· International Purchases (either allowed or disallowed) for the card in VISA.

· The maximum number of allowable daily purchases for the card in VISA, and

· Potential fraudulent or unusual purchases DECLINED by either (a) VISA or (b) the card provider’s fraud detection unit.
If your agency anticipates making a purchase (that is not an ordinary type of purchase for a card), it is highly recommended that your agency request that the card provider place a PURCHASE NOTIFICATION / NOTE in the card provider’s system, so that the purchase will not be declined by the card provider’s fraud detection unit.
· Once the purchase has been validated in VISA, the purchase is finalized at the merchant’s location.

· The merchant provides a detailed receipt to the cardholder.

2) Transaction information is electronically transmitted to VISA from the merchant’s location.  

3) The merchant receives payment for p-card purchases from the merchant’s Merchant Bank.  The merchant’s Merchant Bank is the bank that originally set-up the merchant’s information in VISA).

The merchant’s Merchant Bank is responsible for reporting 1099 reportable purchases to the IRS.  The State of Kansas is NOT responsible for reporting 1099 reportable p-card purchases to the IRS.

4)  A file of transaction information is electronically transmitted to the State of Kansas (SMART Team) by the card provider on the night of the VISA POST DATE.

(The POST DATE in VISA is approximately 2 days after the PURCHASE DATE at the merchant’s location.)

5) The file of transaction information received by the SMART Team from the card provider is loaded into the PCARD Module of SMART.

6) The cardholder provides detailed transaction receipts (and any other related transaction documentation) to the agency p-card Reconciler/Approver.

7) The agency Reconciler/Approver approves p-card transactions in the PCARD Module of SMART.  

· Responsibilities of the Reconciler/Approver are detailed in Section 140 of this document.

· Refer to Section 600 of this document for detailed guidance regarding the reconciliation and approval of p-card transactions.

· It is a BEST PRACTICE TO RECONCILE P-CARD TRANSACTIONS WITHIN 30 DAYS AFTER THE PURCHASE DATE, for internal control purposes.

· At a minimum, transactions MUST be reconciled / approved within 30 DAYS AFTER THE END OF THE BILLING CYCLE IN WHICH PURCHASES WERE MADE. 

· UNTIMELY P-CARD TRANSACTION RECONCILIATION / APPROVAL IS NOT REFLECTIVE OF A STRONG INTERNAL CONTROL ENVIRONMENT.



· In addition, payment is due to the card provider within 30 days after the end of the billing cycle in which purchases were made.

· The KS_PO_PCARD_STATUS query generates a report that lists an agency’s unreconciled p-card transactions in SMART, which can be used to monitor past due unreconciled transactions.

8) The Voucher Build process (in SMART) moves approved p-card transactions from the PCARD Module to the Accounts Payable Module each Monday and Thursday morning.

· Vouchers are automatically created for approved p-card transactions (in the Accounts Payable Module) during the Voucher Build process.

· The report (created by The KS_PCARD_AUDIT_REPORT query) lists an agency’s reconciled / approved p-card transactions that have moved from (a) the PCARD module of SMART to (b) the Accounts Payable Module of SMART during the Voucher Build process.

9) P-card vouchers are approved by the agency’s accountants in the Accounts Payable module of SMART.

· If a p-card voucher (or p-card voucher line) is DELETED from SMART, contact the SMART Team immediately and request that transactions associated with the deleted voucher be ADDED BACK to the PCARD Module as ‘UNRECONCILED’.

· An OUT-OF-BALANCE with the card provider will occur if TRANSACTIONS associated with a DELETED VOUCHER are NOT ADDED BACK as ‘UNRECONCILED’ in the PCARD Module, BY THE SMART Team.

10) After the p-card voucher has been approved, an ACH payment is electronically remitted to the card provider.

Documentation attached to the ACH payment (by SMART) references the appropriate Account ID Number that should be associated with the payment in the card provider’s system.

11) When payment is received by the card provider, the payment is posted to the agency’s Control (billing) Account (based on the Account ID Number referenced in the ACH payment documentation provided to the card provider, by SMART).

(Please refer to additional information regarding Control Accounts provided in paragraph 12 below.)

12) The agency receives a statement (from the card provider) for each of its Control (billing) Accounts, after the end of each billing cycle.  (Billing cycles for most agencies end on the 21st calendar day of each month.)

· The Control Account statement lists purchases, payments, and adjustments (if any), charged to p-cards associated with the Control Account during the billing period.

· All Kansas p-cards are mapped to a CONTROL ACCOUNT NUMBER and ACCOUNT ID Number in both (a) the card provider’s system and (b) SMART.

· Smaller agencies have one Control Account for agency-wide operations, while some larger agencies have separate Control Accounts for each significant operational unit. 

· Use of only one agency-wide Control Account is highly recommended, since this helps to ensure that payments made to the card provider are posted to the correct Control Account in the card provider’s system.

· Purchases, payments and adjustments per the Control Account statement should mirror the activity of cards associated with that Control Account in SMART.

Agencies are responsible for following-up with the card provider regarding any DIFFERENCES between SMART and the Control Account statement.

· Agencies are also responsible for determining that ENDING BALANCES listed on Control Account statements are reasonable.

The ENDING BALANCE of the Control Account statement represents the CUMULATIVE AMOUNT that the agency would owe to the card provider (for historical purchases, payments, and adjustments posted to the Control Account), if the agency p-card program was terminated at the end of the billing period.

· Please refer to additional information provided in paragraph 640 of this document.

13) The agency also receives cardholder statements (from the card provider) for each of the agency’s p-cards after the end of the billing period.  Cardholder statements list purchases and adjustments (if any) charged to individual p-cards during the billing period.  (Please refer to paragraph 640 of this document.)

· Cardholder statements DO NOT include cumulative historical ending balances for individual p-cards, since payment information is posted to control accounts rather than to individual p-cards, in the card provider’s system.

· It is a BEST Practice for cardholders to review and APPROVE cardholder statements associated with their p-cards.
[bookmark: d140][bookmark: s140]140	Responsibilities of Key Individuals in the P-Card Process
1) State P-Card Administrator

· The State P-Card Administrator is responsible for administering the Statewide P-Card program, including the following functions: 

· Training new Agency P-Card Administrators; 

· Providing ongoing information and assistance to agencies;

· Maintaining the State P-Card Manual;

· Approving new Kansas strategies and changes to existing Kansas strategies, in VISA; 

(Please refer to paragraph 504 of this document.)

· Notifying the card provider of new Agency P-Card Administrators; and

(Please refer to paragraph 503 of this document.)

· Coordinating the annual p-card rebate process with the card provider and agencies.

(Please refer to paragraph 190 of this document.)

· The State P-Card Administrator is also responsible for auditing a sample of each agency's p-card transactions on an annual basis. 

2) Agency P-Card Administrator
The Agency P-Card Administrator is responsible for administering the agency-wide p-card program and shall have authority to enforce compliance with (a) the State’s accounting, purchasing, and travel rules and (b) the State’s P-Card Program requirements.  The Agency P-Card Administrator is responsible for the following functions:
· Maintaining agency-wide program INTERNAL CONTROLS to ensure that p-card purchases are for official State business, are in compliance with the State’s accounting, purchasing, and travel rules, and implementing recommendations resulting from audits performed by the Office of Procurement and Contracts and other independent audits of the Program, including the Legislative Division of Post Audit.  

The Agency P-Card Administrator MAY NOT be a cardholder, for internal control purposes.  (Please refer to paragraph 502 of this document.)

At a minimum, the Agency P-Card Administrator is responsible for ensuring that the following requirements are in-place agency-wide.

· SEGREGATION OF DUTIES maintained between (a) Cardholders and (b) the agency’s p-card transaction Reconciler/Approvers (in SMART) i.e., cardholders are NEVER authorized to Reconcile / Approve purchases made with their own p-cards, in the PCARD Module of SMART; 

(Please refer to paragraph 502 of this document.)

· Controls in-place to ensure that goods and services purchased (a) WERE FOR OFFICIAL STATE BUSINESS and (b) WERE RECEIVED BY THE AGENCY;

· DETAILED RECEIPTS obtained by cardholders for all purchases;

(Please refer to section 600 of this document.)

· Transactions adequately documented, for transaction transparency purposes; 

· RECEIPTS and other transaction documentation SUBMITTED by cardholders to agency Reconciler/Approvers, ON A TIMELY BASIS;

· TRABSACTION RECONCILIATION WITHIN 30 DAYS AFTER THE PURCHASE DATE IS A BEST PRACTICE.

At a minimum, transactions must be reconciled WITHIN 30 DAYS AFTER THE END ON THE BILLING CYCLE IN WHICH PURCHASES WERE MADE.

(In addition, payment is due to the card provider within 30 days after the end of the billing cycle in which p-card purchases were made.)

· CONTROL ACCOUNT STATEMENTS (from the card provider) AGREED to SMART, and any differences and past due balances on those statements investigated / resolved on a timely basis.  (Please refer to paragraphs 640 and 650 of this document.)

· Ordering, activating, and cancelling p-cards, and requesting p-card changes, in the card provider’s system;

(Please refer to paragraph 150 of this document.) 

· Establishing cardholder profiles for new p-cards in the PCARD Module of SMART;

(Please refer to paragraph 150 of this document.) 

· Training new cardholders and requiring cardholders to sign Procurement Cardholder Agreement forms; and

(Blank Procurement Cardholder Agreement forms are available at the Office of Procurement & Contracts webpage.)

· Reporting lost, stolen or compromised p-cards to the card provider.

(Please refer to paragraph 160 of this document.)

· Submitting Disputes to the card provider for fraudulent or inappropriate p-card charges.

3) P-Card Reconciler/Approver

The P-Card Reconciler/Approver approves p-card transactions in the PCARD Module of SMART.  (Cardholders are NOT authorized to approve purchases made with their own p-cards.)  The Reconciler/Approver determines that purchase transactions are:

· For official State business and that goods and services were received by the agency;

· In compliance with State accounting, purchasing, and travel rules;
(Please refer to section 400 of this document.)
· Supported by detailed receipts and any other necessary transaction documentation needed to provide for transaction transparency (out-of-state travel approvals, prior authorization approval for purchases exceeding an agency’s delegated purchase authority, etc.);

(Please refer to section 600 of this document.)

· Accurate, authorized, properly coded, and adequately documented.
 
· Meaningful descriptions input into the PCARD Module of SMART during transaction reconciliation.

· Transactions must be reconciled within 30 days after the end of the 
billing cycle in which p-card purchases were made.  Transaction reconciliation within 30 days of the purchase date is a BEST PRACTICE, for internal control purposes.

(In addition, payment is due to the card provider within 30 days after the end of the billing cycle in which purchases were made.)

The KS_PO_PCARD_STATUS query generates a report that lists an agency’s unreconciled p-card transactions in SMART, which can be used to monitor past due unreconciled transactions.
The Reconciler/Approver shall have complete access to all transaction documentation and shall immediately follow-up on any unusual p-card activity with the cardholder, the Agency P-Card Administrator, and any other appropriate agency officials. 
4) Cardholder 

· The cardholder must be an agency employee and is responsible for maintaining security over the p-card, only using the p-card for official State business, and for compliance with the State’s accounting, purchasing, and travel rules, including all policies that the cardholder's agency implements in the use of the p-card. 

· Payments to the card provider must be made from funds in the State Treasury. 

If payments to the card provider will not be made from funds in the State Treasury, the employee is not eligible to be a cardholder in the State P-Card program.

· A p-card MUST only be used by the employee to whom it is issued. P-cards MUST NEVER BE SHARED among employees of a work unit, etc. (for transparency purposes).	

· The cardholder is responsible for (a) obtaining DETAILED (itemized) receipt documents supporting all p-card purchases and (b) FORWARDING those RECEIPTS to the agency’s Reconciler/Approver ON A TIMELY BASIS.  (Refer to section 600 of this document.)

It is highly recommended (but not required) that p-cards be temporarily DEACTIVATED if cardholders do not forward receipts and other transaction documentation to the agency’s Reconciler / Approver on a timely basis.

· It is a best practice for cardholders to review and approve cardholder statements received from the card provider.	

· P-cards should be stored in a secure location.

[bookmark: s150]150	P-Card issuance and Activation
1) The following information must be provided when ordering a new p-card, from the card provider.  

· The CARDHOLDER’S NAME;

· P-cards (except for Cardless Travel Accounts and Automotive Cards) MUST be issued in the names of specific agency employees.

· Permission must be obtained from the State P-Card Administrator for any deviation from this requirement.

· Since p-cards are restricted to State use only, a cardholder’s personal credit history is not reviewed as part of the p-card issuance process.

· The SINGLE PURCHASE DOLLAR LIMIT;

· The Kansas STRATEGY to be assigned to the p-card in VISA; 

· Contact the State P-Card Administrator to obtain a list of commonly used Kansas strategies.

· The strategy assigned to the p-card defines the allowable Merchant Category Codes in VISA (commonly referred to as MCC’s, i.e., the types of merchants that p-card purchases can be made from).

· OVERRIDE STRATEGIES should only be assigned to p-cards (IN VISA) on a TEMPORARY BASIS, and NOT on a PERMANENT BASIS.

· The CREDIT (billing cycle) LIMIT for the p-card; and 

The credit limit is the maximum dollar amount of purchases that can be made with a p-card each billing period.

· The CONTROL ACCOUNT that the p-card should be associated with in VISA (if the agency has more than one control account in VISA).

· If the agency (a) has multiple Control Accounts for separate business units within the agency and (b) the cardholder moves from one business unit to another business unit within the agency, (c) CANCEL THE EXISTING CARD and (D) order a new card with a new number that is mapped to the new business unit’s control account number.

Not following this procedure will likely result in out-of-balances with the card provider.

· Four digit activation code to be used in activating card in card provider’s system when card is received by the agency.

2) The card provider sends the new p-card to the agency. 

3) After receiving the p-card, the agency P-Card Administrator performs the following steps:

· Provides TRAINING to the cardholder and completes a Procurement Cardholder Agreement form, which must be signed by the cardholder; 

· Blank Procurement Cardholder Agreement forms are available at the Office of Procurement & Contracts webpage.

· Completed and signed Procurement Cardholder Agreements are retained by the agency.

· ACTIVATES the p-card in VISA; and

· Establishes a CARDHOLDER PROFILE for the p-card in the PCARD Module of SMART.

· Cardholder Profiles for P-Cards (plastic), Travel Cards (plastic) and Cardless Contract Accounts MUST be set-up in SMART USING THE CARDHOLDER’S NAME, for transparency purposes.

· Agencies also have the option of setting up Cardholder Profiles for Cardless Travel Accounts and Carded Automotive Cards (plastic) using the agency’s DUMMY EMPLOYEE NUMBER for p-cards (for example 17300PCARD for the Department of Administration.)  Refer to Office of Procurement & Contacts Informational Circular Number 11-02 (Policy for Use of Agency P-Card Employee ID in SMART) for more details regarding this option.

· Permission must be obtained from the State P-Card Administrator for any deviation from these two options, for setting-up cardholder profiles in SMART.

· To ensure that cardholder profiles are set-up under the correct person in SMART, always select the Employee ID option (rather than the Employee Last Name option) when establishing the cardholder profile in SMART. 

· If a Cardholder Profile is not set-up in SMART for a p-card, transactions associated with that p-card will remain in a ‘suspense’ status in SMART until a Cardholder Profile has been added to SMART.

Also, transactions will remain in a ‘suspense status’ if the card number input into the cardholder profile does not exactly mirror the card number in VISA – The card number must contain (a) 16 consecutive digits and (b) not contain any blank spaces or dashes. 
  
· Card information must be input into the following fields of the Cardholder Profile screen. (Please be aware that information included in the cardholder profile is not referenced by VISA during the electronic purchase validation process in VISA, i.e. SMART and VISA DO NOT INTERFACE during the purchase validation process in VISA.)

· Business Unit;

· Card Issuer;

· Card Number;

(If an incorrect card number is input when setting-up the cardholder profile, make the necessary correction to the card number and save.) 

· Account ID Number;  
Account ID Numbers (not Control Account Numbers) are included in cardholder profiles set-up for individual p-cards in SMART.
· Select an Account ID Number from the Drop-Down Box in the Account ID Number Field.

· The card provider assigns a unique Account ID Number to each Control Account Number (in the card provider’s system).  

· A crosswalk table between Control Account Numbers and Account ID Numbers is maintained in SMART.

· The Account ID Number (and not the Control Account Number) is automatically referenced by SMART in payment documentation when electronic payments are made to the card provider.

· When payment is received by the card provider, the card provider’s system posts payments to the appropriate Control Account Number based on the Account ID Number referenced in the payment documentation received from SMART. 

· Expiry Date;

Note: If your agency is making purchases from a state contractor’s PUNCH-OUT CATALOG in SMART (for example the punchout catalog for Staples), the Expiration Date (input into the cardholder profile) MUST be exactly the same as the card’s actual expiration date in VISA – IF THE DATES ARE NOT THE SAME, THE PURCHASE WILL BE DECLINED IN VISA.

· Date Issued;

· Proxies (Cardholder, Kansas Buyer, Reconciler/Approver, Agency P-Card Administrator, etc.); and

· Default (Accounting) Distribution (unless your agency uses Speed Charts).

· Do not input data into any other fields of the cardholder profile screen.

If a cardholder profile is accidentally set-up under a wrong State employee identification number, the agency should submit a Help Desk Ticket to the SMART Team requesting that the SMART Team make the necessary correction.

If transactions do not appear on the SMART Reconciliation Workbench after the cardholder profile has been set-up (and the cardholder profile was correctly set-up), contact the SMART Team for assistance.

4) Upon completion of the above steps, the p-card is given to the cardholder.  The cardholder should sign the card immediately and store the card in a secure location. 

5) If the card provider establishes a new (or additional) Control Account for an agency, the agency should provide the new Control Account Number and the associated Account ID Number to the State P-Card Administrator.  
The State P-Card Administrator will then make the following updates in SMART.
· Add the new Control Account Number and the associated Account ID Number to the Control Account Crosswalk Table in SMART.
Adding the new Control Account Number and the associated Account ID Number to the Control Account Crosswalk Table in SMART results in the new Account ID Number being automatically included on the Drop-Down Box in the Account ID Number Field of the cardholder profile screen (when setting up cardholder profiles for new agency p-cards in SMART).
· Create a Cardholder Profile for the new Control Account using the agency’s dummy employee number for control accounts (XXXPCRDPYMT; for example, 173PCRDPYMT for the Department of Administration).

Creating the Cardholder Profile for the new Control Account results in SMART automatically deleting payment confirmations (credits) included in nightly uploads of p-card transactions from the card provider.
[bookmark: s160]160	Reporting Lost / Stolen / Compromised P-Cards
Report lost, stolen, or compromised p-cards immediately to the card provider at the phone number listed below, and also notify the Agency P-Card Administrator.
800-821-5184 (24 hours a day; 7 days a week)
· In addition, if a p-card has been compromised:

· COMPLETE a VISA Purchasing Card Dispute Form, and e-mail the Dispute Form to the card provider’s DESIGNATED CONTACTS for the Kansas P-Card Program. 

· ‘Lock’ (but don’t ‘Close’) the card in the card provider’s system.

· The card provider will ‘Cancel’ the ‘Locked’ compromised card and order a replacement card.  (The replacement card will have a different card number than the compromised card number.)

· A CREDIT for the disputed transaction will be charged to the REPLACEMENT CARD NUMBER, by the card provider.

· Refer to paragraph 170 below for more detailed instructions regarding the processing of credits for disputed p-card transactions.
[bookmark: s170]170	Disputing P-Card Purchases
· If a credit is needed for a p-card purchase, the agency should first request that the merchant (from whom the goods or services were purchased) process a credit in VISA.  

Cardholders should NEVER accept CASH REFUNDS or STORE CREDITS for returned items.

· If the merchant will not process a credit in VISA, a VISA Purchasing Card Dispute Form should be completed and e-mailed to the card provider’s DESIGNATED CONTACTS, for the Kansas P-Card Program.

· Dispute Forms MUST BE SUBMITTED to the card provider within 60 DAYS AFTER THE PURCHASE DATE.  The card provider WILL NOT ACCEPT dispute forms received more than 60 days after the purchase date.

· A blank VISA Purchasing Card Dispute Form is available at the Office of Procurement & Contracts webpage.

· Per VISA rules, the card provider cannot process requests for credits for Kansas sales tax that was paid on p-card purchases.

· The agency is responsible for following-up with the card provider, if a credit for the disputed transaction is not received within 30 days after the transaction was disputed.
In addition, the agency should notify the State P-Card Administrator, if a credit is not received for a disputed transaction on a timely basis.
· When a compromised p-card is closed (in the card provider’s system) due to a fraudulent charge, the associated CREDIT for the fraudulent charge WILL APPEAR on the REPLACEMENT CARD NUMBER and not on the original card number that was compromised.

· P-card transactions pending credit SHOULD NOT BE RECONCILED in SMART UNTIL THE ASSOCIALTED CREDITS HAVE ALSO BEEN UPLOADED TO SMART.  (This procedure allows the agency to track any credits not received in SMART, in a timely manner.)

· P-card transactions pending credit and the associated credits received should be reconciled on the same day in SMART, for transparency purposes.

· Please note that when a p-card credit transaction is reconciled / approved in SMART, SMART will determine if the net amount payable at the control account level is equal to or greater than zero.  
If the net amount is not greater than zero, the transaction will remain in an ‘Approved’ status, so the system can automatically process the credit transaction through to the voucher once the net amount is equal to or greater than zero.
[bookmark: s180]180	One-Time Temporary Changes in VISA
Agency P-Card Administrators are authorized to make one-time temporary changes, in the card provider’s system:
· To temporarily change a p-card’s Strategy from a regular Kansas Strategy to an Over-Ride Strategy, if a legitimate purchase from a vendor whose Merchant Category Code (vendor type) is blocked in VISA by the regular Kansas strategy,

· To temporarily increase a p-card’s Single Purchase Dollar Limit, 

Prior Authorization must be received in advance from the Office of Procurement and Contracts for purchase amounts (and cumulative purchase amounts) from a supplier that are larger than the agency’s delegated purchase authority limit, unless the purchase is being made from a State contract supplier).

· To temporarily increase the card’s Credit (billing cycle) Limit, etc.

· To allow International Purchases (if International Purchases are normally blocked for the card, in the card providers system).
[bookmark: s190]190	Rebates Received From Card Provider
· Agencies participating in the State's P-Card Program receive annual rebates (ACH payments deposited in the State Treasury) from the card provider, based on the agency’s p-card purchases made in the previous calendar year.  Rebate rates are detailed in the State contract with the card provider.

· The Department of Administration retains 10% of each agency’s rebate amount, to offset the cost of administering the Statewide P-Card Program (providing assistance to agencies, conducting training, performing annual audits of agency p-card transactions, etc.).

· Rebates received may be coded as a reduction to current fiscal year expenditures. 
[bookmark: s200]200	CARDED AND CARDLESS ACCOUNT OPTIONS
The P-Card Program has both carded (plastic) and cardless options available, as described below.
[bookmark: s210]210	P-Cards (Carded)
Commodities, capital outlay items and contractual service items (coded in the 52000, 53000 and 54000 series of account codes) may be purchased with p-cards. 
· Travel related purchases will decline in VISA, unless p-cards are assigned a strategy in VISA that allows travel-related expenses (lodging, travel tickets, car rentals, conference registrations, local transportation expenses, parking, etc.)   (Refer to paragraph 220 of this document.)

· 1099 REPORTABE TRANSACTIONS are allowable p-card purchases. 

IRS regulations require Merchant Banks (NOT THE STATE) to report 1099 reportable p-card transactions to the IRS.

· P-cards MUST be issued IN THE NAMES OF AGENCY EMPLOYEES, except for cardless travel accounts and carded (plastic) automotive cards. 

Written approval from the State P-Card Administrator is required for any exceptions to this requirement.  Also, only one regular p-card should be issued to an individual, unless an exception is approved by the State P-Card Administrator. 

· A p-card MUST ONLY BE USED by the EMPLOYEE TO WHOM IT IS ISSUED. A P-card MUST NEVER BE SHARED among employees of a work unit, etc. (for transparency purposes).	

· The SINGLE PURCHASE DOLLAR LIMIT for a p-card is limited to $5,000 per purchase.  

· Agencies may establish single purchase transaction dollar limits of less than $5,000 ($2,000, for example). 

· Purchases charged to p-cards shall not be split, in order to avoid the agency’s delegated purchase authority limit. The ongoing occurrence of split purchases to avoid the agency’s delegated purchase authority limit will result in card cancellation.

· The CREDIT (BILLING CYCLE) LIMIT (maximum dollar amount of purchases allowed for the billing cycle, for a p-card) for a p-card should initially be set at no higher than $10,000, unless historical usage justifies higher limits. 

· P-card Cardholders must sign a Procurement Cardholder Agreement.

· P-Cards should be CANCELLED if the cardholder has multiple instances of inappropriate usage (non-compliance with State P-Card Program requirements, personal expenses charged to the p-card on an ongoing basis, etc.).

· It is highly recommended that p-cards be TEMPORARILY DEACTIVATED if cardholders do not forward transaction receipts to the agency’s Reconciler / 
Approver(s) on a timely basis. 

· P-cards with no usage for one calendar year should be reviewed and cancelled if future usage is not anticipated, or deactivated (credit limit reduced to $1) if future usage is anticipated. 
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Travel Cards can be used by State employees to pay for most travel expenses while on official State business.  In addition, Travel Cards (except Travel Cards with a ‘lodging only’ strategy in VISA) can also be used for purchases of commodities, capital outlay items and contractual service items.  Use of Travel Cards is optional, not mandatory.  
· The use of Travel Cards is restricted to travel for State business, i.e., Travel Cards MAY NOT BE USED FOR PERSONAL TRAVEL.

· Travel Cards MUST be issued in the NAMES OF AGENCY EMPLOYEES.

Written approval from the State P-Card Administrator is required for any exceptions to this requirement.  

· A Travel Card should only be used by the employee to whom it is issued. A Travel Card SHOULD NEVER BE SHARED among employees of a work unit, etc. (for transparency purposes).	

· Agencies are responsible for minimizing risks associated with Travel Cards:

· While SINGLE PURCHASE DOLLAR LIMITS for Travel Cards may not exceed $5,000, a Best Practice is to assign smaller dollar limits, in order to limit risk while still meeting the cardholder’s travel needs (for example a Single Purchase Dollar Limit no larger than $2,000 recommended for ‘Lodging Only’ Travel Cards).
 
· Establish reasonable CREDIT (Billing Cycle) LIMITS FOR Travel Cards, in order to limit risk while still meeting the cardholder’s travel needs (for example a $3,000 credit limit for ‘Lodging Only’ Travel Cards).  

· Select a STRATEGY for Travel Cards (for example a ‘Lodging Only’ strategy) that minimizes risk while still meeting the cardholder’s travel needs.

· Be selective in issuing Travel Cards to agency employees.  

· Travel Cards should be CANCELLED if the cardholder has multiple instances of inappropriate usage (non-compliance with State travel and State P-Card Program requirements, personal expenses charged to the card on an ongoing basis, etc.). 

· It is highly recommended that Travel Cards be TEMPORARILY DEACTIVATED if cardholders do not forward transaction receipts to the agency’s Reconciler / Approver(s) on a timely basis. 

· Travel expenses charged to Travel Cards MUST BE IN COMPLIANCE with the requirements of the State’s Travel EXPENSE REIMBURSEMENT HANDBOOK.  

· Most travel expenses are appropriate transactions for Travel Cards (lodging, vehicle rentals, travel tickets, local transportation expenses, conference registrations, fuel purchased for State-owned or rental vehicles, parking, etc.).

· TRAVEL RELATED MEALS are always PROHIBITED for Travel Cards.

· Room service, personal phone calls, movies, laundry and other miscellaneous personal charges, and any other charges NOT considered reimbursable under the State travel expense guidelines are also PROHIBITED for Travel Cards.

· Advance payment of lodging is not authorized except that one night of lodging may be prepaid with a Travel Card, if a deposit is required by the lodging establishment.

· Travel related purchases WILL BE DECLINED in VISA, if Travel Cards are not assigned a STRATEGY IN VISA THAT ALLOWS FOR TRAVEL RELATED PURCHASES.

· Agencies are responsible for adequately documenting transactions charged to Travel Cards.  Please refer to additional information provided in paragraph 610 of this document.

· Obtain DETAILED, legible receipt documents for all transactions.

· Include written agency out-of-state travel approval documentation with the receipts for out-of-state travel transactions.

· Input (a) a brief purpose of travel and (b) the traveler’s name in the ‘Description’ field (of the PCard Module) for all travel transactions when reconciling transactions in SMART.
  
· Travel Card Cardholders must sign Procurement Cardholder Agreements.

· In addition, the guidance provided in paragraphs 210 and 240 of this document also applies to Travel Cards.
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Cardless Contract Accounts are established to purchase only those commodities, capital items and contractual services included on statewide open-end contracts and items offered in the state use catalog (State of Kansas Products and Services Catalog).  
· Cardless Contract Accounts MUST be issued IN THE NAME OF AN AGENCY EMPLOYEE.

· Written approval from the State P-Card Administrator is required for any exceptions to this requirement.  

· The card provider maintains a List of Authorized Contract Suppliers, from whom purchases can be made with Cardless Contract Accounts.  

· Attempted purchases from suppliers not included on the List of Authorized Contract Suppliers will be declined in VISA.

· Additions to the List of Authorized Contract Suppliers for Cardless Contract Accounts MUST BE APPROVED by the State P-Card Administrator.

· The card provider must capture information in the VISA system regarding a contract vendor, before adding the supplier to the List of Authorized Contract Suppliers.

· A purchase decline in the VISA system is required in order for the card provider to capture the necessary information.

· Agencies should notify the State P-Card Administrator when a purchase from a contract vendor (not included on the List of Authorized Contract Suppliers) is declined.

· The State P-Card Administrator verifies that the supplier is a state contract vendor and notifies the card provider that it is authorized to add the supplier to the List of Authorized Contract Suppliers.

· The card provider captures the necessary information from the VISA system and adds the supplier to the List of Authorized Contract Suppliers.

· STRATEGY KANC MUST be assigned to Cardless Contract Accounts.

· SINGLE PURCHASE DOLLAR LIMITS for Cardless Contract Accounts MAY EXCEED $5,000 and should be negotiated with the card provider.
 
· CREDIT (BILLING CYLCLE) LIMITS for Cardless Contract Accounts should initially be set no higher than $10,000, unless historical usage justifies higher limits.

· Cardholders of Contract Cardless Accounts MUST sign Cardholder Agreements.
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Agencies are authorized to establish one central Cardless Travel Account (or one Cardless Travel Account at each significant business unit level) for the payment of lodging, conference registration fees, airfare and car rentals. 

· The use of Cardless Travel Accounts is restricted to travel for State business, i.e., Cardless Travel Accounts MAY NOT BE USED FOR PERSONAL TRAVEL.

· Cardless Travel Accounts ARE NOT required to be issued in the name of an individual.

· Single Purchase Dollar Limits for Cardless Travel Accounts MAY NOT EXCEED $5,000.

· Credit (billing cycle) Limits for Cardless Travel Accounts shall be negotiated with the card provider and should initially be set no higher than $10,000, unless historical usage justifies higher limits. 

· Strategies assigned to a Cardless Travel Account should be as restrictive as possible, depending on the types of purchases that will be made with the Cardless Travel Account.  (Frequently used Strategies available for Cardless Travel Accounts are listed on the Kansas P-Card Program Common Strategies List.)

· Agencies are responsible for adequately documenting transactions charged to Cardless Travel Accounts.  Please refer to additional information provided in paragraph 610 of this document.

· Obtain DETAILED, legible receipt documents for all transactions.

· Include written agency out-of-state travel approval documentation with the receipts for out-of-state travel transactions.

· Input (a) a brief ‘purpose of travel’ and (b) the traveler’s name in the ‘Description’ field (of the PCard Module) for all travel transactions when reconciling transactions in SMART.

· Travel Tickets

· Use of the Cardless Travel Account (or a Travel Card) is MANDATORY for the purchase of all airline travel and optional for rail travel made through the State’s contractor for Travel Agency Management Services. 

Use of the Cardless Travel Account is OPTIONAL for purchases of all air and rail tickets NOT made through the State’s contractor for Travel Agency Management Services. 

· In order for agency employees to use the Cardless Travel Account to purchase airfare through the contract supplier for Travel Agency Management Services, the agency must first provide the account number and expiration date to the contractor.

· As travelers are making reservations through ticket outlets other than the State's contractor for Travel Agency Management Services, they need to be aware that air carriers have varying policies regarding the presentation of the actual credit card used to purchase airfare at the airport.

· Baggage Insurance ($1,250) is provided to State employees if tickets are purchased with a Cardless Travel Account, or with a Travel Card.  

· Flight Insurance is also provided to State employees if tickets are purchased with a Cardless Travel Account, or with a Travel Card.  State employees are covered by travel insurance if a plane goes down for mechanical reasons. 

· If there is a mechanical failure of the aircraft and a loss of life of the traveler, there is coverage of $500,000 which is paid to the estate of the employee. 

· If there is a loss of life of the traveler from an act of "war" or "terrorism", the employee is not covered by travel insurance. This noncoverage of travel insurance is a result of the United States being officially “at war" since September 11, 2001. 

· Lodging

· Both in-state and out-of-state lodging arrangements can be charged to the Cardless Travel Account.

· The agency is responsible for ensuring that lodging rates are within the State guidelines for the particular location and that only room and taxes are charged to the Cardless Travel Account. 

· It is a Best Practice to NEVER fax Cardless Travel Account information to lodging facilities when making lodging reservations, since faxing Cardless Travel Account information to lodging facilities significantly increases the risk of the Cardless Travel Account being compromised. 

It is a BEST PRACTICE to ALWAYS USE Travel Cards (plastic) when making lodging reservations.  Use of Travel Cards (plastic) when making lodging reservations also reduces the likelihood of card turndowns when travelers check out of lodging establishments.

· Travel related meals are PROHIBITED for Cardless Travel Accounts. 

· Room service, personal phone calls, movies, laundry and any other miscellaneous personal expenses, and any charges not considered reimbursable under the State Travel Expense guidelines are PROHIBITED purchases for Cardless Travel Accounts.

· Advance payment of lodging is not authorized except that one night of lodging may be prepaid with a Cardless Travel Account, if a deposit is required by the lodging establishment.

· Vehicle Rentals 

· Use of Cardless Travel Accounts for rentals of vehicles from the contractor for Vehicle Rental Service contract is optional.

· If an agency chooses to use a Cardless Travel Account to rent vehicles from the supplier for the Vehicle Rental Services contract, the agency must first provide the number, expiration date, and CVV code of the agency’s Cardless Travel Account to the supplier before renting vehicles.

· The contract supplier will then provide the agency with the contract vendor’s internal Billing Account number that is associated with the agency’s Cardless Travel Account number.  

· The agency’s Billing Account number should be referenced by agency employees when reserving vehicles from the contract vendor.   

· Expiration Dates for Cardless Travel Accounts
The agency should communicate new expiration dates for expiring Cardless Travel Accounts to the supplier for Vehicle Rental Service and Travel Agency Management Services contracts prior to the Cardless Travel Account’s expiration date (in VISA), in order to avoid disruption in service of the Cardless Travel Account.
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Automotive Cards may be used to purchase (a) fuel and minor vehicle repairs / maintenance for agency owned vehicles and (b) fuel for rental vehicles.
· Two card options are available for Automotive Cards:

· ‘Vehicle’ Automotive Cards assigned to agency owned vehicles - These cards are embossed with the agency name and vehicle (State tag) number and are limited to purchases of automotive fuel and minor vehicle repair / maintenance charges. 

· 'GENERIC' Automotive Cards – ‘Generic’ Automotive Cards are limited to purchases of automotive fuel for vehicles rented from the contractor for Vehicle Rental Service.  ‘Generic’ Automotive Cards are embossed with the agency name and are identified as ‘Rental 1’, ‘Rental 2’, etc. 

· Vehicle rentals should NEVER be charged to Automotive Cards.

· Repairs for rental vehicles should NEVER be charged to Automotive Cards.

· Single Purchase Dollar Limits for Automotive Cards are listed below:

· No larger than $2,000 recommended for ‘Vehicle’ Automotive Cards.

· No larger than $200 recommended for ‘GENERIC’ Automotive Cards.

· Credit (billing cycle) Limits for Automotive Cards should be set no higher than $5,000, or less, unless historical usage justifies higher limits.

· Strategies assigned to an Automotive Card should be as restrictive as possible, depending on the types of purchases that will be made with the Automotive Card.  

· Frequently used Strategies available for Automotive Cards are listed on the Kansas P-Card Program Common Strategies List.

· The FUEL (Fuel only) strategy MUST be assigned to ‘Generic’ Automotive Cards.

· Signatures should NOT be attached to Automotive Cards. (Attaching signatures to Automotive Cards restricts usage of Automotive Cards when vehicles are being driven by multiple different employees.)  The card provider has indicated that transactions will be authorized in VISA if the following procedures are performed: 

· Signature blocks on the back of cards should be left blank.
 
· Labels stating "For official State business only" should be attached to card signature blocks.

· Card users should be prepared to verify that they are State employees.  Suppliers can easily verify that vehicles are either state-owned or rental vehicles. 

· Cardholder Agreements are not required for Automotive Cards assigned to "pool" vehicles or for ‘Generic’ Automotive Cards.  

· It is a Best Practice that a specific agency employee be assigned responsibility for Automotive Cards assigned to "pool" vehicles and for "Generic" Automotive Cards.  

· Agencies are encouraged to obtain card jackets for Automotive Cards. 

Cards and receipts documenting purchases can be stored in card jackets and vehicle keys can also be attached.  Use of card jackets can significantly reduce the number of lost receipts.

· Federal excise tax is charged when automotive fuel is purchased with Automotive Cards and other types of p-cards. Each agency is responsible for taking appropriate action to claim any refunds of Federal excise taxes available to the agency. 
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In addition to the general guidance provided in Section 200 of this document regarding p-card usage, clarification about the appropriateness of specific p-card purchases is detailed below:
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· Hazardous chemicals and materials, controlled substances and radioactive materials may be purchased with the p-card, if the cardholder has the appropriate certifications on file with the vendor. VISA has no restriction on the purchase of these types of commodities other than that they must be obtained legally. If the vendor is willing to accept orders using the p-card, it is the vendor's responsibility to ensure that the appropriate paperwork is on file with its business. 

· Animals (for lab or research use) may be purchased with the p-card. 
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The items listed below are prohibited p-card purchases:
Alcoholic Beverages
Business Cards
Cash Advances 
Construction, Renovation or Installation
Food 
· Food purchases are allowable for agencies with persons under their care including, but not limited to: inmates – prisons; patients – hospitals; students – higher education institutions and residential education facilities;

· In addition, food purchases are allowable if fees are collected for the purchase of food from meeting attendees or if food items are purchased for classroom / research use.

· TRAVEL RELATED MEALS are ALWAYS PROHIBITED p-card transactions.

· Tips included in meal purchases:

· MANDATORY TIPS (gratuity) included in meal purchases (made with the p-card) ARE ALLOWABLE.

· VOLUNTARY TIPS included in meal purchases (made with the p-card) ARE PROHIBITED.  

The only exception to this prohibition is that VOLUNTARY TIPS ARE ALLOWABLE FOR HOSPITALITY MEAL PURCHASES made with the p-card.  
Gift Cards 
The purchase of gift cards is PROHIBITED unless prior approval has been obtained from The Office of Procurement and Contracts, since the purchase of gift cards can result in significant transparency and accountability issues.
If an agency’s gift card purchase is approved by the Office of Procurement and Contracts, the agency is responsible for contacting the Deputy Director (Office of Accounts and Reports) for Statewide Payroll and Accounting, in order to determine whether special 1099 reporting is required for gift cards purchased.
Hospitality or Entertainment 
Hospitality purchases (including hospitality meals) are ALLOWABLE if the following requirements have been met: Paid from the agency’s official hospitality funds; In compliance with PPM 3,351 – Official Hospitality Guidelines; Required internal agency approval for hospitality is attached.
Honorariums (including reimbursement of travel expenses)
Incentive Earnings (ward or inmate) 
Personal Items
Real Estate Leases 
  
Recruitment Expenses 
Travel and Travel Related Expenses
Most travel expenses are appropriate p-card transactions.  Travel expenses charged to Travel Cards MUST be in compliance with the requirements of the State’s Travel Expense Reimbursement Handbook.  
· TRAVEL RELATED MEALS are ALWAYS PROHIBITED p-card transactions.  

· Room service, personal phone calls, movies, laundry and any other miscellaneous personal charges, and any charges not considered reimbursable under the State Travel Expense guidelines are PROHIBITED p-card purchases. 
 
· Refer to sections 220 and 240 of this document, for additional guidance regarding the use of p-cards for travel expenses.)
Weapons and Ammunition (except for law enforcement purposes)
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Purchases may be made from international vendors if the option to allow international purchases has been selected for the card, in the card provider’s system. 

International purchases will be DECLINED in VISA unless the OPTION TO ALLOW INTERNATIONAL PURCHASES has been selected in the card provider’s system.
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· Since the State of Kansas is exempt from paying Kansas sales tax, KANSAS SALES TAX SHOULD NOT BE CHARGED on p-card purchases. Cardholders should inform vendors that p-card purchases are exempt from Kansas sales tax before purchases are made.  The statutory reference for the Kansas sales tax exemption, K.S.A. 79-3606(b), is referenced on the back of p-cards. 

· Agencies should request a credit from the merchant (not the card provider) if Kansas sales tax is charged on a purchase.

· Credits for Kansas sales tax are not required, if the sales tax charged on the purchase is five dollars or less.
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KSA 16a-2-403 (which prohibited Kansas merchants from charging surcharges on credit card purchases made in lieu of payment by cash, check or similar means) has been found to be unconstitutional by the courts.  Consequently, credit card surcharges (CONVENIENCE FEES) are NOT PROHIBITED for the Kansas P-Card program.
However, the terms of some state contracts may PROHIBIT merchants from charging convenience fees.
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· PRIOR AUTHORIZATION from the Office of Procurement and Contracts IS REQUIRED before making NONCONTRACT p-card purchases, in the following instances:

· Individual noncontract purchases from a supplier (FOR THE FISCAL YEAR)that are larger than the agency’s delegated purchase authority dollar limit, and

· CUMULATIVE NONCONTRACT PURCHASES from a supplier (FOR THE FISCAL YEAR) that are larger than the agency’s delegated purchase authority dollar limit.

Agencies can monitor cumulative noncontract purchases from individual suppliers by using the KS_PCARD_SPEND_Detail query.
[bookmark: s400]400	COMPLIANCE WITH STATE REQUIREMENTS
Use of the p-card DOES NOT EXEMPT a State agency or its officers and employees from complying with STATUTORY REQUIREMENTS AND THE STATE’S PURCDHASING, ACCOUNTING, AND TRAVEL RULES.
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Guidance regarding specific issues can be obtained from the following sources:
· Office of Accounts and Reports Policy Manual and Informational Circulars

· Employee Travel Expense Reimbursement Handbook

· Office of Procurement & Contracts Policy Manual

· Kansas Statutes Annotated 

· Kansas Administrative Regulations 
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Examples of State accounting, purchasing and travel requirements include, but are not limited to, the following items:
· Required purchases (K.S.A. 75-3321) from the State of Kansas Products and Services Catalog (State Use Catalog). 

· Required purchases from Kansas Correctional Industries (K.S.A. 75-5276). 

· Required purchases from statewide open-end contracts. 

· PRIOR AUTHORIZATION from the Office of Procurement and Contracts is REQUIRED for (a) noncontract p-card purchases that are larger than the agency’s delegated purchase authority limit and (b) CUMULATIVE noncontract PURCHASES FROM A SUPPLIER (for the fiscal year) that are larger than the agency’s delegated purchase authority limit.

Also, please refer to paragraph 360 of this document. 

· Capital items purchased with p-cards shall be included in the agency's inventory records. The agency is responsible for compliance with the requirements of Filing No. 13,001 (Capital Asset Records) of the Office of Accounts and Reports Policy Manual. 

· Travel transactions charged to p-cards MUST be in compliance with the State Travel Expense Reimbursement Handbook. 

· Requirements of the Office of Accounts and Reports PPM 3,922 (Authorized Expenditures for Job-related Memberships, Licenses, Dues, and Certifications) apply to p-card purchases.

· The agency is responsible for compliance with the requirements of this document.
500	SECURITY / INTERNAL CONTROL
Each agency is responsible for MAINTAINING a STRONG INTERNAL CONTROL ENVIRONMENT for its agency p-card program, including program supervision, segregation of duties, transaction documentation, timely transaction reconciliation and approval, auditability, adjustments, record keeping, and reporting.  At a minimum, the following controls MUST be in-place for the agency’s p-card program:
· SEGREGATION OF DUTIES requirements (specified in paragraph 502 of this document) MUST be in-place at the agency.

· Controls MUST be in place to ensure (a) that purchases of goods and services with agency p-cards are for OFFICIAL STATE BUSINESS, and (b) that goods and services purchased with agency p-cards are actually RECEIVED BY THE AGENCY.

· TRANSACTION DOCUMENTATION AND APPROVAL REQUIREMENTS (specified in Section 600 of this document) MUST be in-place at the agency.

· P-card transactions MUST be RECONCILED / APPROVED WITHIN 30 DAYS AFTER THE END OF THE BILLING CYCLE, in which purchases were made.
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Exceptions to the following program requirements MUST be approved in advance by the State P-Card Administrator:
· P-CARDS (except Cardless Travel Accounts and Automotive Cards) MUST be issued in the NAMES OF AGENCY EMPLOYEES, for transparency and accountability purposes.

· CARDHOLDER PROFILES established in the PCARD Module of SMART for p-cards (except for Cardless Travel Accounts and Automotive Cards) MUST be set-up using the CARDHOLDER’S STATE EMPLOYEE ID NUMBER, for transparency and accountability purposes.

Also, refer to guidance provided in Procurement Informational Circular No. 11-02 (Policy for Use of Agency P-Card Employee ID number in SMART) for detailed guidance on the use of DUMMY EMPLOYEE NUMBERS (for example – 17300PCARD for the Department of Administration) when establishing CARDHOLDER PROFILES for Cardless Travel Accounts and Automotive Cards.

· SEGREGATION OF DUTIES requirements that are listed in paragraph 502 must be in-place at the agency.

· DETAILED RECEIPTS are required for all P-CARD PURCHASES.
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· The agency P-Card Administrator (or the Administrator’s designated backup) MAY NOT be a p-card cardholder.

· Only the agency P-Card Administrator (or the Administrator’s designated backup) IS AUTHORIZED to ORDER NEW CARDS for the agency.

· Only the agency P-Card Administrator (or the Administrator’s designated backup) IS AUTHORIZED to MAKE CHANGES TO A P-CARD’S CRITERIA, in the card provider’s system.

· Cardholders ARE NEVER AUTHORIZED to REQUEST / INPUT CHANGES (strategies, single purchase DOLLAR limits, credit limits, etc.) for their p-cards, in the card provider’s system. 

· Only the cardholder IS AUTHORIZED to make purchases with a p-card issued in the cardholder’s name. 

Cardholders are NEVER Authorized to SHARE their p-cards with other agency employees.   

· A cardholder IS NEVER AUTHORIZED to RECONCILE / APPROVE transactions (in the PCARD module of SMART) that were purchased with a p-card issued in the cardholder’s name.
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· Due to internal control and security concerns, the card provider will not accept inquiries / requests from agency personnel who ARE NOT INCLUDED on the card provider’s Authorized Agency Contact List. 

· Only the Agency P-Card Administrator (or the Administrator’s designated backup) IS AUTHORIZED to request that the card provider make additions and deletions of individuals who are authorized agency contacts. 

· When an agency assigns a new Agency P-Card Administrator, the State P-Card Administrator (not the agency) IS REQUIRED to notify the card provider of the name of the new Agency P-Card Administrator, for security purposes.
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· An authorized Kansas strategy MUST BE ASSIGNED to each p-card in VISA.  The strategy assigned to the p-card defines the allowable Merchant Category Codes in VISA (commonly referred to as MCC’s. i.e., the types of merchants that purchases can be from with a card).

· Only the State P-Card Administrator (or the Administrator’s designated backup) IS AUTHORIZED to request (1) new Kansas strategies in the card provider’s system, and (2) to make changes to existing Kansas strategies in the card provider’s system.

· Agency P-Card Administrators and cardholders ARE NEVER AUTHORIZED (1) to request new Kansas strategies or (2) to request changes to existing Kansas strategies (in the card provider’s system).

· OVERRIDE STRATEGIES should only be assigned to p-cards (in the card provider’s system) on a TEMPORARY BASIS, and NOT on a PERMANENT BASIS.

-	Mis-spelled
[bookmark: s505]505	Card / Account Number Security
Only the last 4 digits of p-card / account numbers (and the cardholder’s name) should be included in e-mails, faxes, and other p-card related correspondence.  
· NEVER include the 16 DIGIT P-CARD / ACCOUNT NUMBER in e-mails, faxes, or other p-card related correspondence.

· NEVER send FAXES / E-MAILS to LODGING FACILITIES (or to other suppliers) that include 16 DIGIT CARD NUMBERS.
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Agencies are responsible for performing periodic reviews of p-card information in the card provider’s system (strategies, single purchase limits, credit limits, etc.) and making necessary changes on a timely basis.
· P-cards that have been dormant for more than one year should be cancelled, if future usage is not anticipated, or deactivated (credit limit reduced to $1) if future usage is anticipated. 

The card providers system frequently does not reissue cards that have not been used for more than one year.

· TEMPORARY CHANGES (strategies, credit limits, single purchase limits, etc.) requested in VISA for specific purchases SHOULD BE IMMEDIATELY CANCELLED once the associated purchase has been made.

· Transaction and credit (billing cycle) limits should be reasonable, based on historical usage. 

· The RETURN OF P-CARDS TO THE AGENCY P-CARD ADMINISTRATOR (when cardholders leave agency employment) should be incorporated into the agency's exit interview process to ensure that "active" p-cards are cancelled and properly accounted for on a timely basis. In addition, transactions charged to p-cards in the billing periods directly preceding and following the cardholder’s termination date should be reviewed closely. 

· Cards in the names of individuals who are no longer active State employees should be cancelled.

· The Office of Procurement & Contracts reviews p-cards with over-ride strategies on a periodic basis.  Desired changes will be communicated to the respective agencies. 
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Suggested best practices for shopping on the Internet are listed below. Be aware that an outside party could gain access to your p-card number if a vendor's Internet site is not secure. 
· Do not use your credit card unless you are in a secure environment, i.e., the location / address box on your browser starts with https://.

· URL Fraud indicators include the following:

· Mis-spelled words by one letter in the Domain name.

· Odd Domain names, for example Domains ending in ‘.XYZ’ rather than ‘.COM’.

· Never click on links in e-mails or texts.

· Use sites that include a BBB (Better Business Bureau) Accredited Business seal.  The seal should link to a page confirming that the business is BBB accredited.  Be cautious if the seal is not linked to a BBB page confirming accredited business status.  It could be a sign of unauthorized use of the mark.

· If you are not familiar with an online merchant, verify its reliability with outside organizations, such as the Better Business Bureau (http://www.bbb.org/.

· If an online website asks you to create an account with a password, protect that password.

· Use a different password for each website that you utilize.  (Do not use the same password for more than one website.)  This procedure will help protect your p-card, if the password for a specific website is compromised.

· Change passwords for online purchasing websites on a regular basis.

· Know who you are doing business with before placing an order.  Use websites that provide clear contact information (phone number, address in the real world, customer service contact) for the company, as well as warranty, return and refund policy.

· Do not provide personal information, such as Social Security, bank account or personal phone numbers or your home address.

· A site should have a privacy policy explaining how the merchant will protect the information you submit when making a purchase.  If you cannot find that policy, request that information.

· Only use sites that have multiple user identification requirements.

· Understand prices, shipping and handling charges, the terms of any product or service guarantees and the expected delivery date.

· Be aware that online sites with pricing that is ‘too good to be true’ are risky.

· Check your order for keystroke errors to avoid ordering the wrong item or quantity.

· Always print and retain a copy of each purchase order with a confirmation number and pricing information attached.  It’s also a good idea to print the “address” (Uniform Resource Locator) of the company site that you are doing business with.
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· Since a wide variety of items can be purchased from AMAZON, special emphasis should be given to reviewing purchases from AMAZON to ensure that items purchased were appropriate and were for official State business.

· Utilizing PayPal (and other payment tools) to make p-card purchases can result in utilizing suppliers that would otherwise be electronically blocked by VISA, which significantly increases the risk for fraudulent transactions. 

· PAYMENT TOOLS other than PayPal SHOULD BE AVOIDED, if at all possible.

· Special emphasis should be given to reviewing purchases made with such payment tools to ensure that items purchased and vendors used were appropriate and were for official State business. 

· [bookmark: s600]Cardholders should NEVER USE personal PayPal and ebay.com accounts for State business.  When State business requires using these services, the cardholder should set-up an account specifically for State business. 
509	Minimizing Risk When Making P-Card Purchases With Electronic Devices
· Tap Features

· Using a card’s ‘Tap’ feature when making a p-card purchases is the best way to protect against skimmers on card readers.

· While use of a card’s ‘Chip’ feature has significantly reduced card fraud, be aware that ‘Stripe’ information is also read when using the ‘Chip’ feature on a p-card, which can result in compromised card numbers.

· Hand-Held Merchant Devices

· Avoid making p-card purchases from merchants who use hand-held devices (instead of using traditional credit card terminals), since the use of hand-held devices increases the risk of a p-card being compromised.

· If a purchase is made from a merchant who uses a hand-held device, verify that correct purchase amount was entered into the device before the purchase has been finalized.

· Detailed receipts MUST be obtained for all purchases from merchants using such devices.

· Cardholder’s Personal Electronic Devices

· P-Card purchases should NEVER be made with A CARDHOLDER’S PERSONAL ELECTRONIC DEVICE, such as a personal cell phone, etc.

· Also, p-card numbers should NEVER BE SAVED on A CARDHOLDER’S PERSONAL ELECTRONIC DEVICE.
510	Best Practice to Prepare Purchase Requisitions for ALL P-Card Purchases 
· It is a BEST PRACTICE to prepare Purchase Requisitions for ALL of an agency’s p-card purchases; However, it is NOT a requirement of the State P-Card Program to prepare Purchase Requisitions for ALL of an agency’s p-card purchases.

· Preparation of Purchase Requisitions for ALL of an agency’s p-card purchases can lessen the risk of inappropriate p-card purchases.
600	TRANSACTION DOCUMENTATION AND APPROVAL
Agencies are responsible for (a) obtaining ITEMIZED DETAILED RECEIPT DOCUMENTS for all p-card purchases, (b) INPUTTIING MEANINGFUL TRANSACTION DESCRIPTIONS into the PCARD module of SMART, and (c) RECONCILING p-card transactions WITHIN 30 DAYS AFTER THE END OF THE BILLING CYCLE IN WHICH PURCHASES WERE MADE.  
In addition, all p-card transactions MUST BE APPROVED by an AUTHORIZED INDIVIDUAL OTHER THAN THE CARDHOLDER.  
[bookmark: s610]610	Detailed Receipt Documents
DETAILED (itemized) RECEIPT DOCUMENTS are CRITICAL to MAINTAINING TRANSPARENCY, ACCOUNTABILITY, and a STRONG INTERNAL CONTROL ENVIRONMENT for the State P-Card program.
· DETAILED (itemized) RECEIPT DOCUMENTS must be obtained by cardholders for all p-card purchases.  

· Missing receipt documents ARE NOT indicative of a strong internal control environment. 

· Contact the merchant for a copy of a receipt, if the receipt has been lost.

· Examples of receipt documents include invoices, charge receipts, screen prints, etc. 

· At a minimum, receipt documents must include the following information:

· The merchant’s name, 

· The date the purchase was made, 

· A description of items purchased, (The description of the items purchased must be sufficient to support the coding used.)

· The quantity of items purchased, 

· The unit cost of items purchased, and 

· The total purchase amount. 

· If a receipt document is lost or is not available (and a copy of the receipt cannot be obtained from the merchant), the cardholder must prepare a note describing the details of the purchase transaction.  

· Receipts (or copies of receipts) SHOULD BE AVAILABLE FOR ALL P-CARD PURCHASES, except in very rare instances.

A late-night purchase of fuel at an outside card reader that has a broken printer is an example in which a receipt would legitimately not be available.

· RECURRRING INSTANCES of LOST OR MISSING receipts are not INDICATIVE of a STRONG INTERNAL CONTROL ENVIRONMENT.

· There should be consequences for an agency’s p-card Reconciler / Approver(s) not adequately reviewing p-card transactions prior to transaction approval, on a regular basis.
[bookmark: s620]620	Transaction Logs
· If your agency’s p-card transactions are electronically uploaded from VISA to SMART, your agency’s cardholders ARE NOT REQUIRED to prepare separate p-card transaction logs (paper or electronic) outside of SMART.  (However, agencies DO HAVE THE OPTION to require cardholders to complete separate cardholder logs (paper or electronic), even if the agency’s p-card transactions are uploaded from VISA to SMART.)

· The SMART file of reconciled / approved p-card transactions serves as a transaction log for historical agency p-card purchases.  

· Agencies can generate reports of the agency’s reconciled / approved p-card transactions by running the KS_PCARD_Audit_Report query.  

· If your agency’s p-card transactions are not electronically uploaded from VISA to SMART, your agency’s cardholders ARE Required to prepare transaction logs (paper or electronic).  The purpose of transaction logs is to provide a basis for the cardholder and the agency to control and monitor p-card transactions.

· The p-card log shall include columns to record the following information for each transaction: vendor name; order date; amount; description; account code the transaction will be charged to; the statewide open-end contract number for items purchased from statewide contractors. Additional information can be included on the log, at the agency's discretion. 

· The amount of each p-card transaction shall be posted as a separate item on the p-card log. Posting the net amount of multiple transactions detracts from the log's usefulness as an internal control tool. 

· Always post disputed transactions to the p-card log. Care shall be taken to write necessary supporting notes on the p-card log regarding such transactions. 

· Signatures of the cardholder and the cardholder’s supervisor should be attached to logs to verify that goods and services purchased (a) were for official State business (b) and were received by the agency.
[bookmark: s630]630	Transaction Reconciliation and Approval

· Transaction reconciliation requirements for Transactions ELECTRONICALLY UPLOADED to SMART from VISA are listed below:

· IT IS A BEST PRACTICE TO RECONCILE P-CARD TRANSACATIONS WITHIN 30 DAYS AFTER THE PURCHASE DATE, for internal control purposes.

· At a minimum, transactions MUST BE RECONCILED / APPROVED (in the PCARD Module) within 30 days after the end of the billing cycle in which purchases were made.

· UNTIMELY P-CARD TRANSACTION RECONCILIATION / APPROVAL IS NOT REFLECTIVE OF A STRONG INTERNAL CONTROL ENVIRONMENT.

· The KS_PO_PCARD_STATUS query generates a report that lists an agency’s unreconciled p-card transactions in SMART, which can be used to monitor past due unreconciled transactions.

· All transactions must be reconciled / approved BY AN INDIVIDUAL OTHER THAN THE CARDHOLDER who made the purchase.  (Please refer to paragraph 502 of this document.)

· At a minimum, the Reconciler / Approver must determine that:

· The merchant’s name, purchase date, and purchase amount per the receipt agrees to data in SMART,

· Document any differences between receipt documents and transaction amounts uploaded to SMART.  

· Contact the supplier or the card provider to obtain credits for disputed transactions (including fraudulent transactions).  

Credits are not required to be obtained for small dollar differences (under five dollars per transaction) between SMART and receipt document amounts.

· Disputed transactions should not be reconciled / approved in SMART until associated credits (if any) have also been posted in SMART.  

The original transaction and the associated credit should be reconciled / approved in SMART on the same day, so that both transactions will be included on the same voucher in SMART.  This practice enhances transaction transparency and tracking.

· The goods or services purchased were RECEIVED BY THE AGENCY, 

· The goods and services purchased were for OFFICIAL STATE BUSINESS, and

· The purchase was IN COMPLIANCE with the STATE’S ACCOUNTING, PURCHASING, AND TRAVEL RULES.

· Meaningful transaction descriptions must be input into SMART for each transaction during the transaction reconciliation / approval process.  

· Transcription descriptions should clarify / summarize information included on detailed receipt documents. 

· Transaction descriptions input into SMART during the transaction reconciliation / approval process are included on the report generated by the KS_PO_PCARD_Audit query.  

The report generated by that query serves as the transaction log for the agency’s approved p-card transactions reconciled in SMART, so it is important that adequate transaction descriptions are input into SMART during the transaction reconciliation / approval process, for transparency purposes.
 
· In addition, descriptions input into SMART during the transaction reconciliation / approval process carry-forward to associated payment vouchers in SMART.

· Descriptions should generally be of an alpha / word nature rather than numeric.  

· If the purchase was made from a State contract vendor, the contract number must be referenced in the PCARD Module of SMART during transaction reconciliation.  Refer to guidance provided in Office of Procurement & Contracts Informational Circular No. 16-04 (Capturing Contract Spend Data in SMART).

· If a p-card voucher (or p-card voucher line) is deleted from SMART (in the Accounts Payable Module of SMART), contact the SMART Team immediately to have the associated deleted transaction information added back to the PCARD Module as unreconciled.

An OUT-OF-BALANCE with the card provider will occur if deleted transactions are not added back as ‘unreconciled’ to the PCARD Module.

· Transaction reconciliation requirements for Transactions NOT ELECTRONICALLY UPLOADED to SMART from VISA:

If p-card transactions are not electronically uploaded from VISA to SMART, p-card transactions must be posted to a p-card transaction log and reconciled / approved within 30 days after the end of the billing cycle in which purchases were made.  Untimely p-card reconciliation / approval is not reflective of a strong internal control environment.


· Any differences between receipts and the card provider’s statement should be documented on the p-card log. Examples of such differences include partial shipments, damaged goods received, etc. Contact the supplier or the card provider to resolve disputed transactions and to obtain credits on future cardholder statements. 

Credits are not required to be obtained for small dollar differences (under five dollars per transaction) between receipt documents and statements received from the card provider.

· The p-card cardholder must sign and date the completed p-card log (unless The Office of Procurement and Contracts has approved an alternative procedure). 
	
· The p-card approver must reconcile the p-card log to supporting receipt documents and the associated monthly p-card cardholder statement received from the card provider (within thirty days after the end of the billing cycle in which purchases were made). 

· The p-card approver must determine that goods or services were received by the agency, the transaction was an appropriate State expenditure, for official State business, and in compliance with the State’s accounting, purchasing, and travel rules.

· All p-card logs must be APPROVED by an INDIVIDUAL OTHER THAN THE CARDHOLDER.  (Please refer to paragraph 502 of this document.)

· The p-card approver MUST indicate his / her approval of the completed and reconciled p-card log by attaching his / her signature and date to the log (unless the Office of Procurement and Contracts has approved an alternative procedure). 
[bookmark: s640]640	Monthly Statements Received from Card Provider
· Control Account Statements

· Agencies receive a statement for each of the agency’s control accounts from the card provider, after the end of the billing period.  

The control account statement summarizes activity (purchases, payments, credits, and adjustments) posted to the control account during the billing period, for all p-cards associated with the control account in VISA.

· It is a best practice (not a requirement) for an agency to assign all of the agency’s p-cards to one control account.  Having only one agency-wide control account significantly reduces the risk of a payment being posted to an unintended control account, by the card provider.

· Please be aware that the ending balance on the control account statement is the amount that your agency would owe to the card provider, if your agency’s card program was terminated at the end of the statement billing period.

· Agencies must agree activity per the control account statement to transactions uploaded to SMART for the billing period.

· Follow-up with the SMART Team if any transactions included on the statement are not included in SMART or were not processed appropriately by SMART.  

· Verify that credit adjustments included on the statement have been included in the PCARD Module of SMART.  

· Follow-up with the card provider if you do not understand an adjustment that is included on the statement.

· Follow-up with the card provider if a purchase made by your agency is not included on the statement.

· Dispute any fraudulent transactions (if a card was compromised) included on the statement, with the card provider.  

· Contact the card provider immediately to cancel compromised cards (to protect your agency from liability for fraudulent charges).
  
· Investigate any past due balances noted on the control account statement.  

· Follow-up with the card provider if the control account statement has a past due balance, to avoid cards being shut-down due to late-payment.

· Cardholder Statements

· Agencies receive cardholder statements for all of the agency’s p-cards, at the end of the billing period.

· It is a best practice (not a requirement) for cardholders (or other responsible individuals) to review and sign cardholder statements.
[bookmark: s650]650	Past Due Reports Received from Card Provider
· The card provider sends the State P-Card Administrator a monthly report of p-card control accounts with past-due balances.  Past-due balances can result from Investigate any past due balances noted on the control account statement.  Past due balances may be caused by the following items:

· Past due un-reconciled p-card transactions in SMART,

· P-card vouchers that have not been approved in SMART, 

· P-card vouchers deleted from SMART and related transactions and not reloaded into the PCARD Module of SMART as unreconciled.

· P-cards not rolling-up to the same control account (a) in SMART and (b) in the card providers system, and

· Timing differences.

· The State P-Card Administrator notifies individual agencies of ‘past-due’ balances included on the Past Due Report.  Agencies are responsible for taking necessary actions (including contacting the card provider) to resolve past due balances.

· It is the card provider’s procedure to shut-down p-cards associated with control accounts that have balances in the 38 days past-due category.  It is highly recommended that past-due balances be resolved as soon as possible, in order to avoid disruption in card usage.

· Contact the State P-Card Administrator if your agency needs assistance in resolving a past due balance.
[bookmark: s700]700	FISCAL YEAR DETERMINATION
· Transactions ELECTRONICALLY UPLOADED to SMART from VISA

If your agency’s p-card transactions are electronically uploaded from VISA to SMART, Fiscal Year End guidance for p-card transactions is provided in the ‘Guide to Fiscal Year XXXX – Year End Closing Process’ document, issued annually by the Office of Accounts & Reports.  
All p-card transactions loaded into SMART before the end of the fiscal year must either (a) be RECONCILED / APPROVED in SMART or (b) be ENCUMBERED before the end of the current Fiscal Year.
· Transactions NOT ELECTRONICALLY UPLOADED to SMART from VISA

· If your agency’s p-card transactions are NOT electronically uploaded from VISA to SMART, all p-card transactions INCLUDED ON THE p-card statement(s) received from the card provider in the month of June are considered to be OLD FISCAL YEAR TRANSACTIONS. 

· Transactions (purchased after the June p-card statement cut-off date through June 30) can be charged to the OLD or NEW Fiscal Year, at the agency's option. 

· If a listing of p-card transaction activity between the June p-card statement cut-off date and through June 30 would be helpful, the Agency P-Card Administrator can contact the card provider and make arrangements for delivery of this information.
[bookmark: s800]800	RETENTION OF P-CARD RECORDS
P-card records shall be maintained in accordance with the Public Records Preservation Act (K.S.A. 45-401 et seq.).
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