


YAMHILL COUNTY



Purchase Card Program Policy


PURPOSE
The purpose of this policy is to establish guidelines and practices regarding the use of purchase cards to pay for authorized goods and services.  
The Purchase Card Program offers an alternative to existing Yamhill County purchasing processes and provides a more efficient, cost-effective method for buying and paying for small dollar items. 
APPLICABILITY
This policy is applicable to all County departments, divisions, and employees that use purchase cards.  
Purchases made with purchase cards must comply with all County and State requirements for competitive selection, contract form, and delegated authority prior to entering into the purchase or contract.  Purchase cards may not be used to circumvent competitive selection or other purchasing laws.
DEFINITIONS
CARD ISSUER – US Bank
US BANK PAYMENT CENTER – Online website used by departments to view Cardholder activity and statements 
DEPARTMENT HEAD – Yamhill County Department Director
DEPARTMENT LIAISON – Department employee designated by the Department Head to assist in managing the Purchase Card Program for the department.  If the Department Head does not designate a Department Liaison, the Department Head will either act as the Department Liaison or the individual Cardholder will perform the duties of the Department Liaison.

GHOST CARD – Purchase Card that does not include the name of a specific employee, but rather is taken out in the name of a Department, Division, or Program.  Ghost Cards are rare and kept to a minimum.
PURCHASE CARD ADMINISTRATOR - The Yamhill County Central Finance Manager.
CARDHOLDER – Yamhill County employee who has been issued a purchase card.
VENDOR – A merchant from whom a cardholder is making a purchase.
POLICY AND PROCEDURES
Cardholder Eligibility:
1. Criteria to receive a purchase card are as follows:
a. Applicant must be a current full-time employee of Yamhill County.  
b. All purchase cards (with the except of ghost cards) will have the name of the employee on the card to increase accountability.  
c. Ghost cards are allowed only in exceptional situations, and a current full-time employee must be assigned as the responsible party for ghost card security and reconciliation.
d. Applicant's request for a purchase card must be approved by Department Head.  (See Application for Purchase Card on the intranet).
e. Applicant will either be assigned a Department Liaison selected by his/her Department Head, or the Department Head will agree to act as Department Liaison or assign such duties to the individual Cardholder.
f. Employee must complete an online training course before he/she may be issued a purchase card.  (See Purchase Card Online Training Course link on the intranet).
g. Each individual cardholder must sign a Purchase Card Cardholder Agreement.  By signing the agreement, the cardholder is indicating they understand the intent of the Purchase Card Program and will comply with all guidelines of this policy as well as Yamhill County Policies and Procedures relating to the expenditure of Yamhill County funds.

Responsibilities and Requirements
2. Program responsibilities are assigned as follows:
a. Purchase Card Administrator, or designee:
i. Responsibilities include:
1. Serving as Yamhill County liaison with US Bank.
2. Reviewing department approved applications for completeness.
3. Submitting completed application to US Bank.
4. Receiving new purchase cards from US Bank.
5. Training Department Liaisons.
6. Training Cardholders. 
7. Receiving signed Cardholder Agreements.
8. Handling disputed charges/discrepancies not resolved by Cardholders and Department Liaison.
9. Assisting the Cardholders and Department Liaison with erroneous declined transactions.
10. Securing revoked purchase cards and submitting information to US Bank.
11. Ensuring that lost or stolen cards have been blocked by US Bank.
12. Notifying Cardholders and Department Liaisons of the cut-off date for submission of reconciliations and receipts.
13. Receiving and reviewing the US Bank bill.
14. Reconciling monthly US Bank's bill to cardholder statements.
15. Preparing bill for ACH payment.
16. Reviewing usage of purchase card data for appropriateness.
b. Department Heads:
i. Responsibilities include:
1. Approving or denying requests for purchase cards.
2. Assigning Department Liaisons to each employee with a purchase card.  If a Department Liaison is not assigned, the Department Head will either act as the Department Liaison or assign such duties to the individual Cardholder.
3. Submitting approved applications for purchase cards to the Purchase Card Administrator.
c. Department Liaisons:
i. Designated by the Department Head of his/her department.   
ii. The Department Liaison must receive training before any employees in the department are assigned to them. 
iii. Responsibilities include:
1. Reviewing and reconciling vendor receipts to the US Bank Cardholder statements for each cardholder and ghost card assigned to them. 
2. Reporting any and all questionable purchases to the Department Director.
3. Resolving disputes with vendor and/or US Bank not resolved by Cardholder.
4. Notifying Purchase Card Administrator of any unresolved disputes.
5. Notifying Purchase Card Administrator of lost or stolen cards.
6. Requesting Purchase Card Administrator cancel a Cardholder's card (e.g. terminated employees, transferring departments, loss of purchase card privileges) as approved by Department Head.
7. Collecting canceled cards from Cardholders and forwarding to Purchase Card Administrator.
8. Assisting Cardholders with erroneous declined transactions.
d. Cardholders:
i. The Cardholder must use the purchase card for legitimate business purposes only. The purchase card may not be used for prohibited transactions as noted in this policy.  Misuse of the card will subject Cardholder to disciplinary action in accordance with Yamhill County Policies and Procedures relating to disciplinary action and termination for cause. 
ii. Responsibilities include:
1. Ensuring the purchase card is used for legitimate business purposes only.
2. Storing the purchase card in a secure location.  
3. Storing the PIN number in a secure location.  
4. Not sharing or for any reason allowing other individuals to use their purchase card.  
5. Adhering to the purchase limits and restrictions of the purchase card.
6. Obtaining original sales slips, register receipts, and/or other purchase documentation and reconciling monthly to US Bank's Cardholder statement.
7. Submitting all original documentation to the Department Liaison for reconciliation, approval, and coding of charges.
8. Providing, when requested, information about any specific purchase.
9. [bookmark: _Hlk15560793]Resolving disputes or billing errors directly with the vendor and notifying US Bank if the dispute or billing error is not satisfactorily resolved.
10. Ensuring that an appropriate credit for a disputed item or billing error appears on a subsequent Cardholder statement.
11. Immediately reporting a lost or stolen card to US Bank at 1-800-344-5696 (24 hours a day, 365 days a year).
12. Immediately notifying the Department Liaison of a lost or stolen purchase card at the first opportunity during normal business hours.
13. Reporting erroneous transactions to the Department Liaison during normal business hours.
14. Returning the purchase card to the Department Liaison upon terminating employment with Yamhill County or transferring departments within Yamhill County.
3. Other:
i. In no instance may a Cardholder, including Department Directors and Department Liaisons, or any designee thereof, approve their own purchase card transactions. 
ii. Elected Officials unable to provide receipts for purchase card purchases will be required to receive approval by a Board Order before payment can be processed.  Requests not approved by the Board of Commissioners shall be the personal responsibility of the Elected Official.
Purchase Card Set-up, Maintenance and Closure:
4. All contact with US Bank for card set up, maintenance and closure (except for resolving disputes or billing errors and reporting lost or stolen cards) will be done by the Purchase Card Administrator, or designee.
a. Purchase Card set-up:
1. Employee completes an Application for Purchase Card.
2. Department Head signs application and submits to Purchase Card Administrator.
A. Cards will be issued with $2,000 single transaction limits and $5,000 maximum monthly spend limits unless otherwise authorized by the Department Director.
3. Purchase Card Administrator, or designee reviews request and completes the US Bank application.  Purchase Card Administrator signs the application authorizing request.
4. Purchase Card Administrator, or designee sends approved application to US Bank.  
5. US Bank sends purchase card to Purchase Card Administrator.
6. Purchase Card Administrator, or designee notifies Department Liaison that purchase card has been received.
7. Before purchase card is handed over, Cardholder must:
A. Sign a statement that they have taken the Purchase Card Online Training Course.
B. Read and sign the Purchase Card Cardholder Agreement
b. Purchase Card Maintenance:
1. Cardholder must report any lost or stolen purchase card immediately to US Bank toll-free at 1-800-344-5696.  US Bank representatives are available to assist 24 hours a day, 365 days a year. 
2. Cardholder must notify the Department Liaison about the lost or stolen card at the first opportunity during normal business hours.
3. Purchase Declines:
A. There may be certain situations when a vendor receives a decline message when processing your purchase card transaction. If you do not know the reason for the decline, the Cardholder should contact US Bank at 1-800-344-5696 for an explanation. 
B. If the decline was in error, the Cardholder should immediately contact the Department Liaison for assistance.  
C. If purchase is being made outside of normal business hours, the Cardholder must find an alternate payment method or terminate the purchase.
Reconciliation Procedures:
5. The monthly Purchase Card reconciliation process will proceed as follows:
a. At the end of each cycle, the Department Liaison will login into the US Bank website to obtain, print, and distribute all Cardholder statements assigned to them.  
b. Cardholder will review and attach original, detailed receipts for each charge and submit to Department Liaison for review and coding.
c. Department Liaison will review receipts for accuracy and legitimacy, assigning account coding as appropriate and submit to Purchase Card Administrator for entry and payment.
d. Department Liaison will report any and all questionable purchases to the Department Director.
Auditing:
6. Cardholders will be subject to audit by their Department Liaison and the Purchase Card Administrator for compliance with the guidelines of the Purchase Card program and Yamhill County policies and procedures relating to the expenditure of Yamhill County funds.
Prohibited transactions
7. Prohibited transactions include:
a. Any personal use purchases
b. Entertainment
c. Purchases by another individual or employee.
d. Alcoholic beverages or any substance, material, or service which violates policy, law or regulation pertaining to Yamhill County.
e. Department parties, gatherings, social events in violation of County policy
f. Travel and meal costs (including tips) in excess of County policy
g. Cash advances, including ATM transactions
h. Cash refunds in lieu of a credit to the Purchase Card
i. Amounts over the purchase amount (cash back options).
j. Split purchase to circumvent the limitations of the Cardholder or the Purchase Card, or County and State requirements for competitive selection, contract form, and delegated authority.

Sanctions/Violations
8. Resolution for improper use of a purchase card will be the responsibility of the Department Head.  All violations are to be reported in writing to the Purchase Card Administrator.  The report should include a description of the violation and the actions taken to address the violation.  
9. Habitually late submissions of monthly reconciliations and/or continual loss of receipts is considered a violation of this policy.
10. Sanctions for violations of this policy may result in the following corrective actions:
a. Requiring additional training in the use of purchase cards
b. Personal reimbursement for unauthorized purchases
c. Revocation of the purchase card
d. Disciplinary action
Interpretation and Implementation
11. Any questions relative to the intent or application of this policy should be directed to the County Administrator who is delegated the responsibility to interpret and implement this policy.
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