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PURCHASING CARD PROGRAM

PROCEDURES GUIDE

September 2004


As a continuing effort to streamline the MCVH purchasing and payment processes, VCUHS has established a contract with JPMorganChase to provide a MASTERCARD purchasing card program to Hospital funded departments. The purchasing card, or p-card for short, is to be used for non-medical goods and services with a $1,500 per transaction limit. The p-card does not replace the Hospital’s current travel and entertainment card program with American Express. Personal charges, cash advances, business travel, and entertainment are not permitted with the p-card. 

The MASTERCARD p-card is a credit card issued by JPMorganChase.  It is a fast and flexible tool designed to assist in the management of low-dollar purchases valued at $1,500 or less.  Purchases will be charged directly to your departmental account number and will show on your monthly budget statements.  VCUHS will issue just one payment each month to JPMorganChase for all of MCVH’s p-card procurements.

The p-card works just like a personal credit card and enables cardholders to purchase non-restricted commodities directly from suppliers.  Purchases can be completed with suppliers over the phone, fax, Internet, mail, or in person.

The p-card will be issued in the cardholder’s name with the VCU Health System name also being clearly indicated on the card.  The p-card is a corporate liability card, not a personal liability card; therefore, the card will not have any impact on the cardholder’s personal credit reference.  However, it is the cardholder’s responsibility to ensure the p-card is used within the stated guidelines of this policy and procedure manual.  Failure to comply with program guidelines will result in permanent revocation of the cardholder’s p-card, notification of the situation to management, and further disciplinary measures that may include termination.

The primary benefits of this new p-card program for departmental users are:

· acceptance by any supplier who accepts MASTERCARD

· more timely purchase and receipt of goods

· improved supplier relations 

· reduction in paperwork

The p-card is being administered by the VCUHS Purchasing Department.  The program administrator 

is Precious Walters, and you may reach her at -


phone #
828-4347


fax#

828-4350


email

pwalters@mcvh-vcu.edu

box #

980024

The program administrator serves as the main contact for the p-card and acts as the intermediary for establishing and maintaining JPMorganChase Management reports and for coordinating all cardholder maintenance (adds, changes, and closures) with JPMorganChase.  The program administrator also coordinates bill payments and monitors the overall performance of the program.

The Purchasing Department hopes you find this purchasing card program beneficial.




The MASTERCARD p-card is intended for staff who have a frequent and recurring need to purchase small dollar non-medical supplies and services.  These are people who perform departmental ordering on a frequent basis.  The p-card is not best suited for senior level people who may approve expenditures but do not actively involve themselves in the transactions.


Hospital staff desiring a card must complete a VCUHS MASTERCARD Purchasing Card Application (see Attachment #1).  The application must be approved by your department’s Director or approved designee.  The completed application is then submitted to the program administrator who will then forward the necessary paperwork to JPMorganChase to order the card(s). The program administrator will deliver your card(s) in approximately 3 weeks.  At that time, the cardholder will be required to sign the VCUHS Purchasing Card Agreement (see Attachment #2).


The cardholder must:

1.
Ensure the p-card is used for legitimate


MCVH business purposes only;

2. Maintain the p-card in a secure location at all times;

3. Not allow other individuals to use their p-card;

4. Adhere to the purchase limits and restrictions to the p-card and ensure the total transactions does not exceed $1,500;

5. Not allow the supplier to split a single transaction into multiple transactions under $1,500;

6. Obtain a receipt or packing slip for all transactions;

7. Reconcile the statement to the receipts and/or packing slips and submit the reconciled statements with attached receipts/packing slips to supervisor for final approval or as directed by other applicable internal department policy;

8. 
Attempt to resolve billing disputes directly with the supplier.  In unable to resolve the dispute, the cardholder should fax the Dispute form (see page 5 for Unresolved Disputes ) to JPMorganChase;

9.
Ensure an appropriate credit for the reported disputed item or billing error appears on the subsequent monthly cardholder statement;

10. Not accept cash in lieu of a credit to the p-card account;

11. Immediately report a lost or stolen card to JPMorganChase at 800-270-7760;

12.
Immediately notify the VCUHS Program Administrator and your manager of a lost or stolen p-card at the first opportunity during normal business hours;

13.
Return the p-card to your manager upon terminating employment with VCUHS or transferring departments within VCUHS;

14.
Report erroneous or fraudulent charges to the VCUHS Program Administrator.


The program administrator may be required to close a p-card account if a cardholder (a) transfers to a different department, (b) moves to a new job in which the p-card is not required, (c) terminates employment with VCUHS, or (d) for any of the following reasons-

· seq level0 \h \r0 

seq level1 \h \r0 

seq level2 \h \r0 

seq level3 \h \r0 

seq level4 \h \r0 

seq level5 \h \r0 

seq level6 \h \r0 

seq level7 \h \r0 The p-card is used for personal or unauthorized purposes;

· The p-card is used to purchase travel or entertainment services (to include alcoholic beverages) or any other substance, material, service which violates VCUHS policy or regulation pertaining to VCUHS or the use of a p-card;

· The cardholder allows their p-card to be used by another individual;

· The cardholder splits a purchase to circumvent the limitations of the p-card;

· The cardholder uses another cardholder’s p-card;

· The cardholder fails to keep receipts for all transactions;

· The cardholder fails to provide the Purchasing Department or the VCUHS Program Administrator, when requested, information about a specific purchase;

· The cardholder accepts a cash refund in lieu of credit to the p-card account;

· The cardholder does not adhere to the policies and procedures of VCUHS.



The p-card may be used in person or via mail, telephone, or fax.  The p-card may also be used over a secure Internet link.

1
Follow these procedures when ordering with your p-card:

	Step
	Action:

	1
	Ask if the supplier accepts MASTERCARD

	2
	Before making a purchase, ask the supplier what VCUHS discount or special pricing is available

	3
	Ask the supplier what delivery charges (if any) will be applied to the sale.  Collect shipments are not permitted by VCUHS.

	4
	Tell the supplier, VCUHS is exempt from paying Virginia sales tax at the point of sale [NOTE: food purchases are subject to VA. tax].  If the supplier request proof, ask them to call the VCUHS Program Administrator.  The tax-exempt number is printed on the face of the p-card.  The card does not automatically restrict tax from being applied to your bill.

	5
	Order the needed goods or services and confirm the total cost, including shipping and handling.  If you feel the price is not reasonable, negotiate with the supplier or go to another supplier whose pricing is fair and reasonable.

	6
	Give the supplier the p-card or p-card account number and expiration date.

	7
	Obtain receipts, or packing list even if the purchase is made by phone or fax or in person.  If the supplier does not provide an itemized sales receipt, request that one be prepared and submitted to you.

	8
	Specify the delivery instructions:  

  VCU Health System 

   Attn- Your Building Name & Room #
   Your Street Address

   Richmond, VA   ZIP

	9
	Tell the supplier that the full p-card account # should not be displayed anywhere on the outside of the package to include the packing slip.





In order to verify the accuracy of the monthly JPMorganChase MASTERCARD statement, it is necessary for each cardholder to keep an accurate log of purchases made using the p-card.  At the start of each new billing cycle, a new log sheet should be prepared. As purchases are made, each transaction is to be recorded on the log sheet.  Make sure to include the date of the purchase, the supplier’s name, a brief description of what was bought, the appropriate MAS and Consist codes, and the amount of the purchase. A sample log sheet is included as Attachment #3.

In addition, each cardholder is expected to review their transactions on the PaymentNet website (see Attachment #4) prior to the closing of the monthly billing cycle.  Review should insure the correctness of the transactions posted to the p-card to include the date of purchase, supplier name, amount of purchase and appropriate MAS and Consist codes are reflected. 


After the 15th of each month, JPMorganChase will mail separate “zero balance” paper statements to each cardholder.  These statements do not depict the MAS codes or Consist codes being charged.  The PAYMENTNET on-line system is the only place that this information is contained. The cardholder must review the transactions listed on the statement and compare them to their p-card log of open orders.  After completing the review, the cardholder will-

1.
Attach the open itemized sales receipts to the

monthly purchasing log;

2. Attach the log and associated sales receipt to the paper “zero balance” statement;

3. Forward the statement, sales receipts, and log to their manager for review and approval;

4. Manager approves the sales receipts and associated statement/log and returns to cardholder for central department filing.

The VCUHS Program Administrator and/or Internal Audit may request copies of these p-card transactions to insure the integrity of the p-card program.




The p-card may not be used to purchase the following items:

· Med/Surg supplies

· Laboratory supplies (to include reagents/chemicals)

· Radiology supplies

· Pharmaceutical supplies

· Controlled substances

· Radioactive materials

· Blood or Blood Products

· Patient Charge supplies

· Minor medical equipment [unit of equipment valued at less than $5,000]

· Capital Equipment- Medical or Non-Medical [capital equipment is any unit of equipment with a unit cost of $5,000 or more and a useful life of 2 years or more]

· Lease and/or rental of space or equipment exceeding a 6-month period

· Employee relocation expenses

· Purchases for personal use

· Alcoholic beverages

· Travel and  entertainment expenses

· Cash advances


Transactions will be blocked by VCUHS at the point of sale for certain types of suppliers. Examples of such 

blocks are liquor stores, escort services, massage parlors, cruise lines, lodging hotels, babysitting services, etc.  If supplier is blocked, the supplier will not accept the p-card. If a cardholder feels that a supplier has erroneously declined the p-card, the VCUHS program administrator should be contacted for assistance.  The program administrator will contact JPMorganChase to determine the reason for the decline and will make the appropriate changes to the cardholder profile


.

Transaction limits are dependent on the individual card user profile but cannot exceed $1,500 per transaction.  Transaction limits can be defined for single purchases, daily purchases, monthly purchases, and the number of allowable daily transactions.  Departmental administrators will determine each p-card user profile by noting such limits on the VCUHS Purchasing Card Application (see Attachment #1).

Cardholders must never split charges to avoid exceeding their individual transaction limits.  

Cardholders caught splitting transactions may have their card privileges revoked. 

	Personal Computers
	If ordering a PC from a supplier other than Attronica, cardholder must obtain prior written approval from VCUHS Information Services. Attronica’s phone # is 270-3288, representative – Don Bright

	Printers
	If ordering a printer from a supplier other than Attronica, cardholder must obtain prior written approval from VCUHS Information Services

	Furniture & Appurtenances

	If requesting furniture or appurtenances not on the Hospitals Standards Program, cardholder must obtain prior written approval from VCUHS Plant Operations. Creative Office is the contract vendor for furniture, phone # 228-7401, representative- Parker Hale

	Renovations
	If requesting services for painting, electrical, locksmith, wallpapering, plumbing, etc., cardholder must obtain prior written approval from VCUHS Plant Operations.

	Conferences and Education 
	Cardholder must follow VCUHS Policies & Procedures

	Office Supplies
	Boise is the contract vendor for Office Supplies.  P-cards are not to be used for ordering office supplies from Boise.   Submit orders to Boise using on-line Boise web-site.  Boise will submit invoices for all purchases via an electronic statement to Accounts Payable.

	Fax Machines
	 Virginia Business Systems, phone 266-6001, holds the contract for fax machines and related maintenance.




PAYMENTNET is JPMorganChase’s proprietary database reporting software that houses all of MCVH’s p-card transactions.   It allows cardholders to receive, reconcile, and resubmit transactions via e-mail.  

The cardholder must review their transactions in PAYMENTNET and make any appropriate changes to the MAS and Consist codes.  The software also allows the cardholder to split a single transaction among their authorized MAS and/or Consist codes.

PAYMENTNET is used by the VCUHS program administrator to upload the VCUHS  Accounts Payable and General Ledger.  Therefore, it is the cardholder’s responsibility to make all necessary changes in PAYMENTNET to insure the cardholder’s departmental budget is appropriately expensed.

On the 20th of each month, the p-card transactions are uploaded to the VCUHS Accounts Payable system.  These transactions are generally from the 16th of the previous month to the 15th of the current month.  The Accounts Payable ESI system will simultaneously upload the General Ledger system.

After the transactions have been uploaded to the General Ledger system, there will be no changes made to any processed p-card transaction by either the VCUHS Program Administrator, the Accounts Payable department or the Finance department.  The only exception to this policy will be when a department’s MAS code has been incorrectly used by another department’s cardholder.

The Accounts Payable department will make payment to JPMorganChase within 7 calendar days after the close of the billing cycle of the previous month.

Attachment #4 provides instructions on accessing and reconciling in PAYMENTNET.


Cardholders are required to immediately report any lost or stolen p-card to JPMorganChase toll-free at 1-800-270-7760 (24 hours a day, 365 days a year).  The cardholder must also immediately notify his/her manager and the VCUHS Program Administrator about the lost, stolen, misplaced card at the first opportunity during normal business hours.


Suppliers should issue all credits for returned merchandise or services to the individual p-card account for any item they have agreed to accept for return.  UNDER NO CIRCUMSTANCE SHOULD A CARDHOLDER ACCEPT CASH IN LIEU OF A CREDIT TO THE P-CARD ACCOUNT.


The cardholder is responsible for contacting the supplier to resolve any disputed charges or billing errors within sixty (60) days of the date of their zero-balance statement.  If the matter is not resolved with the supplier, the cardholder should-

1.
Contact JPMorganChase at 1-800-270-7760 directly for assistance;

2.
Fax a letter to JPMorganChase/Commercial Card Solutions, Attn: Dispute Dept., at 1-801-590-1316 to document the reason for the dispute. The letter must provide the following information- 1) Your name, your company name, your account number, 2) the dollar amount, transaction date, merchant name of the suspected error, and describe your attempt to resolve it with the merchant, 3) Describe the error in as much detail as possible. Include all relevant documentation with your signed and dated letter;

3.
If the dispute is resolved in the cardholder’s favor, a credit in the amount of the disputed transaction will appear on a subsequent cardholder statement;

4. Contact the VCUHS Program Administrator for assistance if an acceptable resolution is not obtained.

Cardholders should always treat their p-card with at least the same level of care as their own personal credit cards. The p-card should be maintained in a secure location, and the card account number should be carefully guarded.  The only person entitled to use the p-card is the person whose name appears on the face of the card. The card may not be lent to another person for any reason!


Cards are generally replaced within 15 to 30 days of their expiration date.  The program administrator distributes new cards to the appropriate cardholders.  If a card has expired and the cardholder has not received a replacement card, please contact the VCUHS program administrator.  The cardholder should destroy any expired card.





VCUHS PROCUREMENT CARD APPLICATION

This is (please check one):

New Card Request ___
Maintenance ___  
Change Cardholder Name ____

Cardholder’s Name: _________________________________________

Supervisor’s Name: ________________________________________

Cardholder’s email address:  __________________________________

Supervisor’s email address: ___________________________________

MAS Code (Automatic Default at point of sale): ___________________________

Consist Code (Automatic Default at point of sale): _________________________

Department: ________________________

Address: _____________________________________________________________

VCUHS Box: _______________________

Phone # ___________________________
Fax # ________________________

SSN: ______________________________

Note: the default credit limit per card is $1,500 per purchase transaction per day if you wish to have this limit lowered please indicate below:


Change Credit Limit to $ ________________ per purchase transaction per day

I hereby request a VCUHS Purchasing Card:

Cardholder’s Signature: ________________________________ Date: ______________

Supervisor’s Approving Signature: ________________________Date: ______________

FORWARD COMPLETED FORM TO:  Purchasing Dept, P-Card Administrator, Box 980024 or Fax #8-4350




VCUHS PROCUREMENT CARD AGREEMENT

Agreement to Accept the VCUHS Procurement Card:

I __________________________, hereby acknowledge receiving the VCUHS/MasterCard Procurement Card as well as a copy of the VCUHS Procurement Card Program Procedures Guide.  As a card member, I agree to fully comply with the P-card Procedures Guide’s requirements and the following terms and conditions regarding my use of the card:


I understand that I am being entrusted with a valuable purchasing tool and will be making financial commitments on behalf of VCUHS and will strive to obtain the best value for VCUHS.  Additionally, I understand that the cardholder and department are subject to review of transactions to ensure compliance with applicable procedures.  I understand that VCUHS is liable to MasterCard for all charges made on the card.


I agree to use the card for approved purchases only and agree not to charge personal purchases even though I may intend to repay them.  I understand that charging any personal purchase to this card could be treated as embezzlement.  I understand that VCUHS will review the use of this card and the related management reports and take appropriate action on any discrepancies.  I further understand that improper use of the card will result in a security investigation, which may lead to disciplinary action, up to, and including prosecution and termination of employment.  Should I fail to use the card properly, I authorize VCUHS to deduct such amount from my salary equal to the total amount of unaccountable expenditures.  I also agree to allow VCUHS to collect any amounts owed by me even if I am no longer employed by VCUHS.


I understand that VCUHS may terminate my right to use the card at any time for any reason.  I agree to return the card immediately upon request or upon termination of employment.


If the card is lost or stolen, I agree to notify MasterCard and the VCUHS Program Administrator immediately as stated in the VCUHS Procurement Card Program Procedures Guide.

_____________________________                    ___________________________

  CARDHOLDER’S SIGNATURE                               CARDHOLDER’S  SSN

________________

Date

RETURN COMPLETED FORM TO:  Purchasing Dept, P-Card Administrator, Box 980024 or Fax #8-4350


VCUHS Procurement Card Log for the Month of  ___________, 200___

	INTERNAL TRACKING #
	DATE OF TRANSACTION
	VENDOR NAME & CONTACT PERSON
	DESCRIPTION OF GOODS/SERVICES
	MAS CODE
	CONSIST CODE
	BILLED AMOUNT
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ACCESSING PAYMENTNET

VCUHS CARDHOLDER  INSTRUCTIONS
(When all else fails read this)

Activate your card using the instructions on the card.  When they ask for your mother’s maiden name it’s SMITH.  After you do your first transaction go on the Internet to the First USA Paymentnet website at WWW.PAYMENTNET.COM.    On the login page the ORGANIZATIONAL ID IS US63066, for the USER ID PUT YOUR FIRST INITIAL AND LAST NAME. (no space)  The PASS PHRASE IS VCUHS, which you can change after you log in the first time. (The login page is case sensitive, therefore all information should be entered in lower case)

In the upper left click on PAYMENTNET.  This will take you to where your transactions are located.  

TRANSACTION SCREEN:  The Transaction Screen enables cardholders to review transactions that have been posted.  Cardholders may change MAS and consist codes to each transaction, split transactions to multiple codes, dispute transactions and complete checkbox fields.  Default MAS and Consist codes have been put in the system for you.  If you are allowed to charge to more than one MAS code go into the system and change the MAS code to reflect what the code should be.  Also, change the consist code from the default code to what it should be.  To do this click anywhere on the line for the transaction you want to change.  The Transaction Detail screen will appear.  If you want to change the MAS code click on the window where the MAS code is and change to the correct MAS code.  If you want to change the consist code click on the window where the consist code is and change it to the correct code.  After the codes are changed click on the small box under the word REVIEWED and then click on the SAVE button.  If the codes are correct just click on the box under the column marked REVIEWED and click on the SAVE button then exit out of the system.  IMPORTANT: If you do not change the default MAS & consist codes by the 20th of each month they will automatically be charged against your budget in these codes.

SPLITTING A TRANSACTION:   If a transaction must be split into multiple Consist or multiple MAS codes, CLICK ON THE TRANSACTION IN THE TRANSACTION LIST.  Then click on the SPLIT button.  The upper table on the screen displays detailed transaction information.  Click on the arrow to the right of the select number of splits field to choose the number of lines the transaction should be divided into.  Transactions can be split up to a maximum of 99 lines.  If no other number of splits is chosen, the system will default to two splits per transaction.

To edit a particular row, click on the EDIT ROW button.  This allows the user to edit accounting codes and allocate the transaction amount by percentage or dollar amount.

To allocate by percentage, click on the percent field and type the percentage that will be allocated to the line’s accounting codes.  The Allocated amount field will update accordingly.  When allocating transaction expenses to various accounting codes, Paymentet will automatically balance the last split proportionally based on the percentages allocated to other accounting codes.

To allocate by dollar amount, click on the allocated amount filed and type the amount that will be allocated to the lines accounting codes.  The percent field will update automatically.

When you finish allocating a row, click the save row button.  This will refresh the screen and allow you to edit any additional rows.  When you have finished the entire split, click the save button up above the transaction.  If you would like to cancel the changes you have made, click the undo button.  When you are ready to return to the transaction listing, click the return to transaction listing button located at the top of the screen.  

TO MAKE REMARKS ON A TRANSACTION:  During the split transaction process, you may also save remarks about any transaction.  A “Post-it” note will display in the transaction screen in the Trans ID column indicating there is a remark.  To leave a remark, click on the desired transaction.  Once the transaction is displayed, there will be a remark field under the transaction.  Enter text within the field and click save when finished.

DISPUTES:  If you have a dispute with any of your transactions you can dispute the transaction on line.  To access the dispute menu, click on any transaction in the transaction listing screen.  Click dispute on the transaction detail screen.  The dispute screen will be displayed.  From the drop down list select a reason for the dispute.  Make any remarks concerning the dispute under additional information.  Type your email address in the email address field (mandatory information) and fill in the Merchant (MERCH) STATE INFORMATION (MANDATORY INFORMATION). Click save when done.  Click mark as resolved/undo.  Your dispute will be filed on-line to paymentech and you will receive an email confirmation.  Return to the transaction listing.  A stop sign icon will appear in the trans id column for the disputed transactions.  To view the detail on the dispute click on the stop sign icon.  Addendum detail will be displayed describing the dispute.  To undo a dispute, click on the disputed transaction in the transaction list.  Click dispute.  Click mark as resolved/undo.  When finished, click return to transaction listing.
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� If purchasing bedding, window draperies, other curtains, furnishings, decorations, wastebaskets, and other equipment for fire and safety, the P-card holder must obtain certification from  the vendor that all products and materials meet the latest version of the National Fire Protection Association (NFPA) Code 701 for large and small scale test and/or NFPA 101 section 19.7.5.1 and Section 10.3.1 as applicable to the product.  Cardholder may be requested to provide appropriate written certification to the VCUHS Department of Safety and Security for these products purchased with the p-card.
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