TO:

Pro-Card Users and Record-Keepers

FROM:

Jean Zona



Director of Purchasing

RE:

NEW!
IMPORTANT INFORMATION!


Pro-Card Reallocation Procedures and Compliance Policy



Effective March 1, 2005

DATE:

February 18, 2005


Thank you pro-card users and record keepers for making the Pro-Card Program a tremendous success! 

The Pro-Card Program began 3 years ago as a small pilot program.  January, 2002, 5 transactions were made with a total monthly spend of $494.64.    The Program now has well over 100 cardholders, averaging 500+ transactions monthly for a total average monthly spend of $120,000.   

Due to the Program’s tremendous growth, it became necessary for Purchasing to review policies and procedures to ensure proper management of this program and enhance the work flow process.  This review revealed that the current reallocation policy and procedures promoted time management issues for both the cardholder and the pro-card administrator.  Also, the reallocation schedule did not allow sufficient time for effective post-auditing by the Pro-Card Administrator.

As the total annual spend of the program has passed the one million dollar level, it is necessary for the College to add a Compliance Policy to the Program.  This new policy is based on a recurring offense process and is attached to this memo as Addendum 1.0., page 1.  Please attach to your Pro-Card manual. 


Always striving to keep this program at its peak performance, a new reallocation policy and procedures, as well as, the new compliance policy and procedures will take effect on March 1, 2005.  This policy change is attached as Addendum 1.0., page 2.   Please attach to your Pro-Card manual.  Please review this information carefully and if you have any questions, please contact myself at x-1221 or Gina Guasconi at x-6184.  Purchasing will schedule a Pro-Card meeting to review the new policies and procedures.

Hopefully, the new policies and procedures will assist you in avoiding the rush at the end of the month and will decrease the number of transactions to be processed during the post-audit cycle.

As always, thank you for your cooperation.
Attachments:
Addendum 1.0:  Reallocation Policy and Procedures (p.1)


                          New Compliance Policy and Procedures (p.2)
