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PURPOSE

The City of Fort Worth has developed a purchasing program involving the use of a special purpose Procurement Card; termed a “business procurement card.”  This purchasing card system allows selected City of Fort Worth employees to purchase goods and services that do not require a formal competitive bid through the Purchasing Division, Finance Department.  Procurement cards may be used for single purchases up to $3,000.00 per transaction. Its use is restricted to those purchases covered in City Administrative Regulation C-9 and for Travel (AR C-10).  Business procurement card transactions are required to follow the appropriate AR.  This procedure is designed to be neither more nor less restrictive than those AR’s.  This does not, however, preclude any department from adopting internal procedures that are more restrictive in nature.

The card is not to be used by the cardholder for personal use or gain. The State of Texas Procurement Laws insures that acts of this nature can result in fines or even be cause for criminal action to be taken.
ISSUANCE

Cards will be issued in the name of the individual and the City of Fort Worth.  Any Department may request issuance of a Purchasing Card to a permanent/full-time City of Fort Worth Employee, whose duties include procuring goods and services, including travel, for that department under the existing Administrative Regulations.  We caution Departments in their selection of responsible personnel for this program.  S01 and temporary employees are not eligible to possess a City of Fort Worth Business Procurement Card.  The cardholder may designate an SO1 to make approved 
purchases, in event of an emergency, with the approval of the Department Head or Division Manager (Supervisor). A cardholder may occasionally be requested by 
supervision to make necessary Travel arrangements for another individual on their card. This is to be done with approval of Management or Supervision. The cardholder is still liable to ensure that appropriate purchasing procedures are used and that all documentation is processed to the Card Coordinator in a timely matter. Department 
Heads and Supervisors should monitor these occasional requests to determine if application for a Procurement Card should be made for that individual needing use of 
another’s card, for future Purchases and Travel requirements.
An application for a City Procurement card is available for Procurement Card Coordinators only. Access to the required forms is available on the City’s server As132.To be used by the Coordinators only.  This is to insure that appropriate information is obtained and approvals are received for an applicant to apply. To obtain a card, an application form, employee agreement form, (both to be completed by using the appropriate forms), a copy of the Employees City Identification Badge, Texas Drivers License and a copy of the Purchasing Class Certificate are to be sent to Financial Systems Division for processing. The City Purchasing classes must be made available and attended before a card request will be processed (Effective July 31 2007). All applications for City Procurement Cards must be approved by the Department Head or Division Supervisor before submittal.
BILLING PROCESS

All cardholder charges are available to the Procurement Card Administrator, Program Coordinators, Cardholders, Management and Auditors at all times by logging into the JP Morgan Chase PaymentNet web site, https://www5.paymentnet.com/.  The Login with a selected password will enable any cardholder to review their transactions in real time. Cardholders will review each transaction for accuracy; assign a Fund, Account and Center to their transaction(s).  The Cardholder will give a complete detailed explanation of each charge in the appropriate description box.  Reviewed transactions will then be available for the assigned Coordinator to review, approve and reconcile. Coordinator will review that correct Fund, Account and Centers are being used for each transaction and that the purchases are appropriate and follow the guidelines of the Purchasing Regulations. Coordinators will review that a detailed description of the transaction is accurate. A reconciliation Statement of Account Report is to be completed within the PaymentNet Program by each coordinator.  This report will be printed and the required supporting documentation is to be attached. This report shows the required transaction information.  Reports will be stamped with the appropriate Accounts Payable Approval Stamp.  Reports are to be reviewed by the designated Supervision and an approval signature by Supervision is required. Supervision will insure that the purchases are appropriate and follow the guidelines of the Purchasing Regulations. Hardcopy documentation, with approved signature is forwarded to Financial Systems for audit and Records Retention procedures. 
PROCESSING CARD CHARGES FOR PAYMENT

Required Documentation:

Cardholders are to submit their original transaction receipts to their Department Coordinator in a timely matter.   Department Coordinators will reconcile their files; attach all original receipts (except employee travel-See Note).  If an original receipt has been 
misplaced, the cardholder should attach a memo containing detailed transaction information.    

The Department Director or Supervisor must sign this memo.  Department coordinators are required to complete their file online, within the PaymentNet program, send the signed and reconciled report printouts with corresponding documentation to Financial Systems Division within four (4) business days of receipt or by any deadline given by 
Financial Systems.  Financial Systems staff will audit, balance and build an interface file to be processed directly into General Ledger. All transaction data will be maintained and accessible within the PaymentNet program for a rolling period of two-years.  All hardcopy documentation will be retained in a secure area following the Record Retention Policies and Procedures. 

Special Note:  Employee Expense Reports with Procurement Card Transactions:

Procurement Card purchases that are reported on Travel Expense Statements will be itemized in the appropriate columns and added to the total of Prepaid Expenses on the Expense reports Statement form.  A copy of the completed Travel Expense Statement and copies of the Procurement Card receipts to Financial Systems Division.  The original receipts should accompany the original Travel Expense Statements to Accounts Payable.  Purchases made and charged prior to actual Travel must have an Authorization for Travel Form with approval signatures and appropriate transaction receipts attached.
Disputed Charges and Assistance:

If there are incorrect or disputed charges on the file, it is the Cardholder and Department Coordinator’s responsibility to correct the problem(s) by contacting the appropriate Vendor.  Should assistance be needed, please contact Financial Systems Division personnel.  Financial Systems will facilitate all disputes.  Contact with the Bank, maintaining documentation and records of all disputes will be retained by Financial Systems.  Disputed charges will be processed with a FAC, assigned by the 
Departments to the transaction.  When a dispute investigation is complete and credit is issued by the Bank, to the cardholder’s account, and the same FAC must be applied.  This will balance charges in the General Ledger.
Canceled or Returned Cards:

Upon card cancellation, the Department Coordinator will need to check subsequent billing files for transactions related to the cancelled card. Receipts or documentation of charges are required as usual.  Notification of cancellation should be made immediately to the Financial Systems Division.  Any Card being cancelled must be returned to Financial Systems immediately for processing.  Documentation of the cancellation request should be made, in the form of an e-mail or Inter-Office Correspondence (IOC) must be submitted for record to Financial Systems.
Lost or Stolen Cards:

Reporting of lost or stolen cards must be done IMMEDIATELY to Financial Systems Division at the referenced phone numbers below, during business hours or by calling the after-hours emergency number.
NOTE:  LOST OR STOLEN CARDS SHOULD BE REPORTED IMMEDIATELY.
All Cardholders and Department Coordinators should make note of the, Financial Systems and the Emergency phone numbers and keep them in a safe place separate from the card.  It is suggested you also post these numbers in a prominent place within the Department.

Richard Mason:





(817) 392-6100

After-hours & Weekends EMERGENCY #:

(817) 996-1336

Responsibilities 

Purchasing Card Cardholders:

All purchases with the business procurement card should be made under the current guidelines as stated in AR C-9, “Procurement of Goods and Services” and AR C-10, “Travel.” 
Cardholders will be required to review all transaction within the PaymentNet Program. 
They will assign Fund/Account and Centers to each transaction reviewed.  They will give a complete description of the transaction as to what was purchased and why. 

They will mark each transaction as it is completed in the appropriate check off box. 

The transaction will then go to the Coordinator/Approver for further review. All receipts, invoices and supporting documentation should be acquired and maintained by the cardholder and delivered to the appropriate Department Coordinator on a daily (or timely) basis.
A purchase should NOT be made with a business procurement card unless it is the most productive purchasing method.  Cards should NOT be used to replace good planning of required items. A city Procurement card is not to be used for purchase of Inventory purposes. The City promotes progressive, productive work practices and supports “planning ahead” to achieve the best possible results.  All cardholders are reminded that procurement card purchases should not be made where an annual agreement exists for the same product/services except in determined emergencies by management or supervisory personnel, (AR C-9), and approval from the Purchasing Division.

A purchase made using the City’s Procurement Card Program that will be charged to a Federally Funded Grant Program must first check EPLS (Excluded Parties List System) www.epls.gov.  to insure that the Vendor has not been debarred by the Federal Government.  A notation must be made in the “Notes” section area of the PaymentNet transaction verifying that this had been completed.  A screen print from the web-site will need to be attached to the hardcopy documentation as verification as well.
Sales Tax Exemption:

The City of Fort Worth is Tax-Exempt.  Please ensure business procurement card purchases do not include sales tax.  The City’s Tax Exemption ID number (75-600528) is clearly embossed on each Purchasing Card.  If you are inadvertently charged sales tax, please inform the vendor at the time of purchase so a credit may be made to the card appropriately.  Sales tax charges discovered later will need to be corrected by the cardholder or Department Coordinator, contacting the individual vendor and having 
them issue a credit back to the charged Procurement Card.  
Sales taxes not credited back to the cardholder’s account in a timely matter will be the responsibility of the Cardholder.  Reimbursement will be made to the City in the form of a personal check or money order by the cardholder.  The appropriate Card Coordinator will process a RDD.  A copy of the RDD and the form of reimbursement will be sent to Financial Systems to be attached to the appropriate Reconciliation file.  The original will be processed and given to the Cashier in Revenue Collections by the Coordinator.
*An exception to the sales tax exemption will be made to restaurants where the purchase is less then $100.00 (tax is less then $8.25). This exception will be for unplanned lunches and meetings.  All other restaurant tax charges for amounts exceeding this amount will be considered planned and arrangements for tax exemption should be made during the planning stages of the event with the Vendor. 

Tax charged on Travel related restaurant expenses, are to be handled the same as other Travel related expenses, outside the State of Texas, where our Tax exemption is not accepted.  
DEPARTMENT HEADS & DEPARTMENT COORDINATORS RESPONSIBILITIES:

Expenditure and Purchases Review:

Department Heads are ultimately responsible for approval of all purchases made by business procurement cardholders. The single purchase limit is $3,000.00. A purchase in excess of this amount will require a Purchase Order to process through the Purchasing Division’s BuySpeed Purchasing System.  Enforcement of the Travel Policy is the responsibility of the Department Head.
The Department Head will counsel cardholders and their supervisor(s) whenever purchasing card responsibilities are not handled properly.  In the event a cardholder does not perform responsibly, the Department Head may request cancellation of cardholder’s purchasing card. 
Department Coordinators will review and approve their cardholders’ charges on a bi-weekly cycle. Cycle notification will be received by each cardholder and assigned 
Coordinator in e-mail format. They will need to review, approve and reconcile each transaction with the matching card slips, receipts, itemized invoices, etc., and insure the appropriate Fund/Account/Center is being charged.  Coordinators will have (four) 4 business days or by deadline assigned by Financial Systems, from cycle notification of the file, to complete these tasks and return to Financial Systems Division.
Inappropriate Purchases:

Neither the Procurement Card Provider nor the merchant/vendor bears any responsibility for inappropriate purchases.  If a cardholder makes such a purchase, the merchant will be paid and the Department budget charged.  The merchandise may be returned to the merchant/vendor for a credit to the procurement card.  The Department Head may hold the employee personally responsible for payment of the inappropriate purchase. Financial Systems will also notify Departments of apparent problems and encourage resolution. 
 Financial Systems will also refer questionable expenses to the Assistant City Manager’s (ACM) when user departments fail to respond appropriately. Auditors will have the ability to review and question any transaction in real time with the PaymentNet system.  It is important that any purchase made with the City Procurement Card follow the Purchasing Regulations as established in the AR. 
Supervisor and Cardholder Performance of Responsibilities:

Management and Supervisors are responsible for their Cardholders’ Purchasing Card activities and transactions. All Purchasing Card purchases should be reviewed to ensure cardholder responsibilities are being met.  Performance deficiencies should be addressed in the applicable employee’s evaluation.  The Department Head is responsible for determining if the Purchasing Card system adequately meets the needs of his/her Department.  The Department Head will review their Purchasing Card activity to determine their continued participation in the program. Cardholders upon occasion may need to let another employee with in their area use their card for a purchase, for emergency purposes and with approval from Management.   It remains the Cardholder’s responsibility to ensure that the individual is following correct Purchasing Procedures and that the required documentation and card are returned to the Cardholder as soon
 as the transaction is made.  Any inappropriate use may result in cancellation of the Cardholder’s card.  Cardholders are required to know the whereabouts of their Procurement Card at all times.

Request for Cards and Cancellation:

The Department Head or designated Supervision is responsible for notifying Financial Systems to:
           1) Authorize processing of an application for a prospective cardholder

2) Cancellation of a business procurement card

3) Return of a cancelled cards
These responsibilities may be delegated to appropriate Department Coordinators.
End of Employment:

If a Cardholder leaves the employment of the City or is transferred to another City Department, it is the responsibility of the Department Coordinator to contact Financial Systems within 48 hours by e-mail request, as part of the out-processing procedures. Immediate return the Procurement Card to Financial Systems Division for cancellation.  
In the event of unauthorized or inappropriate purchases, made to the card at time of, or prior to cancellation, Financial Systems will reserve the right to recommend to Human Resources, Law Department and Payroll Office to withhold final paychecks until the matter is resolved.
Financial Systems:
Financial Systems will be responsible for processing business procurement card applications for authorized City employees and for canceling cards returned by Department Heads and/or Coordinators.

Financial Systems will be responsible for keeping a current list of cardholders, card numbers, card limits and card histories.  This division is responsible for the integrity of the system and, in such a role, may request a full audit of any cardholder’s Purchasing Card account.

Financial Systems will maintain all contact with the Procurement Card Provider as to cardholder information, transactions, disputes, applications, cancellations, and lost or stolen cards.  

Due to the nature of Business Procurement Cards, there is the perception they may be 
more susceptible to abuse than those purchases made via the City’s system of Purchase Orders.  To date, this has not been the case with this program and we remain very sensitive to this issue.

If, in the judgment of the Financial Systems staff, a cardholder or department appears to abuse card purchases in violation of the appropriate Administrative Regulations for purchasing authority and travel, Financial Systems Division retains the sole right of 
determining if the cardholder/department remains active in the business procurement 
card program.  Misuse and/or abuse of card privileges will be dealt with as follows:
STRIKE 1 - The Department determines if the cardholder should be individually responsible for an inappropriate charge; if the individual should be allowed to continue in the program; and if any disciplinary action should be administered.
STRIKE 2 - Financial Systems Division determines if the individual Cardholder will continue the business procurement card program.  The Department determines any disciplinary action necessary.

STRIKE 3 - Financial Systems Division will terminate the cardholder’s Business Procurement Card and Department’s participation, based upon a review of the Department’s business, in the business procurement card program. 

 Approved:
