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	Current Reallocation Policy and Procedures:

The majority of cardholders reallocate when Purchasing emails a request to do so, usually  the 1st  of the month, with 2nd and 3rd notices sent on the 10th and 15th of the month, prior to the feed date of the 20th.  The current process promotes time management issues for both the cardholder and the administrator and prevents effective post auditing.  




	New Reallocation Policy and Procedures

Effective March 1, 2005, all cardholders are strongly encouraged to:
                       REVIEW                       1.   Review all current charges                    REVIEW
                       WEEKLY                      2.   Complete transaction notes                  WEEKLY
                                                            3.   Complete reallocation 

If unable to reallocate weekly, please note:

Reallocation is REQUIRED within 10 business days after posting of charge(s) on Paymentnet.com.
If reallocation has not been completed within the required time, the pro-card administrator will email the department for transaction notes and the Pro-card Administrator will reallocate the purchase to the primary index.  If this occurs, once the feed is made to Banner, the cardholder must request the Accounting Office to journal entry the charge(s) to the correct index and account.
This email notification will serve as a first violation warning.
Please note:  If extenuating circumstances prevent reallocation within the 10 business day requirement, please notify the Pro-card Administrator @ x6184 and time requirement will be extended.
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	Effective March 1, 2005, the College will implement a Procurement Card Non-Compliance Policy.  The policy is based on a recurring offense process.


	Examples of Non-Compliance include, but are not limited to:
               1.
Purchasing restricted items such as equipment


 2.
Failure to reallocate charges within the required time


 3.
Failure to provide accurate and detailed transaction notes


 4.
Charging meals when traveling 


 5.
Personal Use


 6.
Charging sales tax


 7.
Inadequate or improper documentation during audit 


 8.
Charges to Pay Pal or any web based on-line banking transfer stations

 9.
Charges to foreign vendor (other than American-based hotels)


10.
Charges for over-the-counter medications


11.
Charges for decorative office furnishings, i.e., lamps, curtains, pictures, frames, rugs, 



pillows, clocks, etc.


12.
Order splitting*

             *Order splitting is dividing a single order into multiple charges using smaller increments
              for a commodity in order to avoid exceeding the single transaction spending limit.




	Non-Compliance Procedure
A record will be kept by the Pro-Card Administrator documenting violations by cardholder.  The action taken by the Administrator will depend on the number of violations the cardholder has on record, commencing with e-mail notice of the violation up to and including revocation of card.

   The cardholder will be notified via e-mail of their violations on a step basis.

First Incident:

E-mail to cardholder and record-keeper

Second Incident:

E-mail to cardholder and record-keeper, with a copy to supervisor

Third Incident:

Card is suspended for one week

Additional Incident(s):
Letter is sent to supervisor recommending revocation of card.

If the cardholder is violation-free for 6 consecutive months, the violation record is cleared.
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