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I.
PURPOSE:
The purpose of the State of Missouri Purchasing Card Program is to establish a more efficient, cost effective method of purchasing and paying for goods and certain travel expenses within established limits.  This program is designed to reduce the number of purchase orders and checks issued and enhance efficiency within the agency.  United Missouri Bank (UMB) is the statewide financial agent for the State Purchasing Card 
Program.
II.
SCOPE:
Department-wide
III.  POLICY:
The Division of Administration will administer the State Purchasing Card Program for the department.  Each Division is responsible for appointing the person(s) that will be assigned a purchasing card.  This individual will be the cardholder and shall follow the detailed procedures outlined in the Purchasing Card Program Policy and Procedure Manual (Attachment A).
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The Purchasing Card is NOT intended:
A. To avoid or bypass appropriate procurement or payment policies and procedures. To be used for purchases that are 1099 reportable (payments to corporations for services are not 1099 reportable).
B. To be used for meals while traveling, fuel/gasoline, or entertainment (the purchasing card is NOT to be confused with the fleet fuel card addressed by DHSS financial policy 1.14 – Fuel Card Services for Rental Vehicles and DHSS Administrative Policy 21.1– Use of State Vehicles for Official State Business).
C. To replace the Business Travel Card.  The Business Travel Card is not part of the Purchasing Card Account Program.  This card is an individual liability card that is available to state employees who would like to keep their travel expenses separate from personal expenses.
D. For personal use.

IV.   PROCEDURES:
A. The Division must determine the type of purchasing card being requested:
1.  Purchasing Card Account – this card allows the cardholder to pay for commodity purchases.
2.  Travel Purchasing Card Account – this card allows the cardholder to pay for
travel related expenses, excluding meals and fuel.  Travel related services, such as conference registrations, lodging, airfare, car rentals, and parking fees, may be purchased with the Travel Purchasing Card Account.
3.  Multi-purpose Purchasing Card Account – this card allows the cardholder to pay for both commodity purchases and travel expenses, excluding meals and fuel.
B.  After the Division has approved a purchasing cardholder, the cardholder will be required to attend a training session on the proper use of the purchasing card.  The cardholder will be required to sign a State Purchasing Cardholder Agreement form.  The cardholder will be given a copy of the Purchasing Card Program Policy and Procedure Manual (Attachment A), which provides detailed guidance on proper use of the card.  Purchasing cards will not be distributed until the cardholder has completed the required training.
C.  The cardholder will use the card only for allowable purchases as outlined in the Purchasing Card Program Policy and Procedure Manual (Attachment A).  Services, unless specifically allowed, may not be purchased with the card.
D.  The cardholder is responsible for the security of the purchasing card and the transactions made against it.  The card is issued by name and any purchases made against the card are the cardholder’s responsibility.  Use of the card not in accordance with established guidelines can result in personal liability.  The card will resemble a personal credit card and may be read by electronic card readers.  If the goods or travel expenses are procured over the phone, using a fax, or the Internet, the card number will be given as the method of payment.  The cardholder is responsible for obtaining a receipt for any purchase made using the purchasing card.
E.  Payment procedures for purchases made under the State Purchasing Card Program include:
1.  UMB will pay the vendor for the cost of the goods and travel expenses purchased.
2.  The cardholder will prepare the required documentation for paying UMB using the guidelines in the Purchasing Card Program Policy and Procedure Manual (Attachment A).
3.  The Division of Administration-Bureau of Financial Services will pay UMB for the cost of the purchases documented on the monthly statement.
F.  The purchasing card is the property of the State of Missouri and is only to be used for State of Missouri business purchases as defined in the Purchasing Card Policy and Procedure Manual (Attachment A).  Personal use of the card is strictly prohibited.
G.  The card may be used for purchases totaling $1,000 or less on any one transaction. The maximum amount of expenditures allowed in a billing cycle (30 days) is $3,000. Divisions may request lower limits or higher limits by contacting the Division of Administration-Procurement Unit at (573) 751-6471.
H.  The cardholder must comply with state and department procurement and travel laws, regulations, and policies when using the card.  The procurement policy may be found in the Procurement Policy Manual, Chapter 1.1 – Procurement.  The travel policy may be found under Financial Policy 1.3 - Reimbursable Travel Expenses and Monthly
Expense Report.
I.
Violation of any policies or procedures for this program will result in a review of the cardholder privileges.  Improper use of the purchasing card may be cause for revocation of the purchasing card, disciplinary action, termination of employment, and/or criminal prosecution. Amounts attributable to improper use may be withheld from the cardholder’s paycheck or other State of Missouri warrants payable to the cardholder.
Prepared By:
Approved By:
Director, Division of Administration
Director
