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What is the-P-Card?

» To put it simply, the P-Card is a credit card issued to State
employees to purchase goods and services needed for
conducting official state business.

» All transactions are encumbered upfront through an Authority Order in order to
meet the prior encumbrance requirement (62 0.S.§ 34.62)

» Itis a/charge card - the merchant receives payment at point of
sale

» It is not a debit card - funds do not leave account at point of
sale

» Itis not the same as a personal credit card — the State of
Oklahoma carries no balances and pays no fees or interest

» It is a Corporate liability card meaning the liability rests with
the State, not the employee



» The State of Oklahoma P-Card is a Visa Purchasing Card issued
by the Bank of America (BOA), corporate liability card

» The BOA P-Card contract is administered by OMES
Department of Central Purchasing (SW200)

» There are no fees associated with the program

» Zero liability for unauthorized charges or for lost/stolen cards
(Bank must be notified within 24 hours)

» The terms of the Statewide Contract allow Higher Education
and Political Subdivisions to participate in the program

» It is the only credit card authorized by the State of Oklahoma



P-Card vs PO

P-Card Purchase Order

- 100% Transparent to the Public via Web - Only through Open Records
Requests

- Limits on Types of Purchases Made - No Limits on Types of Purchases

- Rebate - No Rebate

- Small Town/Remote Business Acceptance - Limited Acceptance

- 100% External Continuous Monitoring - Limited External Monitoring

- 1 Voucher per Billing Cycle to Bank - 1 (or more) Voucher(s) per PO

Tracked Fraud & Misuse Data - No Tracking of Fraud & Misuse Data



P.O. vs. P-CARD

P.O. transaction S91
P-Card transaction S17

S74

Based on the 2012 Purchasing Card Benchmark Survey results by RPMG Research Corporation

** Rounded transaction count; based on average monthly card spend of $1IMM and, per the results, of the 2012 NAPCP poll,
average transaction size of $359 (based on 2,786 transactions).






1.53%

of total spend comes back to you in rebate at the end
of the fiscal year
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Card Security

P-Card is limited to person whose name is on the card;
Do not loan your card;
Do not use another person’s card;

If possible, file card in a secure, locked place when not in
use;

Must return card to the State Entity P-Card Administrator if
you leave employment

Immediately report any lost, stolen or compromised cards to

BOA at (888) 449-2273; Entity is responsible for purchases on lost,
stolen or compromised P-Cards until BOA is notified



e Refresher Training is required every 2 years



Procedures



Card Limits

» There is no limit on the amount of a P-Card
transaction for the following:

» Statewide Contract purchases

» Regulated Utilities

» Interagency Payments

» Professional Services as defined in 18 O.S. § 803

» For any other transaction with a state purchase card,
the transaction shall not exceed $5,000.00



Using the Card

Purchases can only be made within your Single
Transaction Limit and Credit Limit assigned to your
card;

Cardholder is responsible for reconciling all
transactions;

P-Card is not intended to avoid or bypass
appropriate purchasing or payment procedures;

P-Card is not for personal use

P-Cardholder shall ensure prices paid are
fair and reasonable



Methods of Purchase

e Walk-In;
 Telephone;

e |Internet

— Make certain internet site is a secure location, for
example:
llS”

on the end of https means it is a secure site; or
* Lockbox will appear on the site
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— Vendor

e |temized Receipt must be obtained for all
\ purchases

— Date of Purchase

\ — Description

— Unit price and quantity

/ — Transaction total

e Sign each receipt and include with Statement at
end of cycle



Reconciliation —
Approving Official

® Approving Official reviews Cardholder’s
reconciled statement and transaction
documentation for:

* Accuracy;
- Completeness;
- Appropriateness of the purchase;

* Verifying transactions were conducted according
to Statutes, Rules and Procedures

> To indicate concurrence, Approving Official shall
sign and date the statement and forward the
statement and documentation for payment



Record Retention

» Maintain in a central and secure location;
» Records include any transaction documentation, such as,
statements, receipts, disputes, correspondence, etc.;
» Includes documentation in paper or electronic form and must
meet:
» OMES Information Security Policies, Procedures &
Guidelines
» 0Oklahoma Archive Commissions Rules
» Must be maintained for seven (7) years;
» If audit or litigation occurs, the records are required to be
retained for two (2) years after issues are resolved or until the
end of the seven (7) year period, whichever is longer



Audit

All transactions are subject

to audit by
State Auditor and Inspector
OMES- State P-Card
Administrator

— Detailed transaction documentation supporting P-Card
transactions shall be securely retained by the State Entity
and made available upon request either in paper or
electronic form

— Entity P-Card Procedures shall designate where P-Card
transaction documentation is securely retained



Records Retention

Maintain in a central and secure location;

Records include any transaction documentation, such as,
statements, receipts, disputes, correspondence, etc.;

Includes documentation in paper or electronic form and must
meet:

— OMES Information Security Policies, Procedures & Guidelines
— Oklahoma Archive Commissions Rules

Must be maintained for seven (7) years;

— If audit or litigation occurs, the records are required to be retained
for two (2) years after issues are resolved or until the end of the
seven (7) year period, whichever is longer



SAFEGUARDS

e Agency appoints cardholders
* Training provided

* Set limits on each card

e Approving official review

* Tracks fraud and misuse data






» The State makes one combined payment to the bank
each month

» Late payment or non-payment of P-Card purchases will
result in State Entity’s P-Cards being frozen or canceled,
and may include additional action to obtain the payment
and/or interest accrued

»There is tons of information on our website about the
program, free training we offer, and deadline schedule



e State P-Card Team:

Tammy Howard, CPO
— Tammy.Howard@OMES.ok.gov
— 405-522-1654

Vickie Rivas, CPO
— Vickie.Rivas@OMES.ok.gov
— 405-522-4970









Statutory References

» All purchases shall be made inaccordance with State statutes,
rules, and these -P-r,oced_'_Lg_Jres, which include but may not be
limited to: '

> Central Purchasing Act, 740.5. § 85.1 et SEq.

> State Travel Reimbursement Act (STRA), 74 O.S. § 500 et
seq.

» Central Purchasing-€odified Rules, OAC 580:16
» State Purchase Card Procedures

» Office Management Enterprise Services (OMES) State
Travel Procedures

» State Agency:Internal Purchasing and P-Card Procedures



Contracts

 We are currently rebidding these contracts for
a one stop online solution.

 Currently 19 travel agents on the contract, you
can work with anyone of them (SW100)

e City Pairs- American Airlines (SW100B)



» Airfare and Lodging considered separate transactions ($5,000.00
limit on each)

» Active State Employees or Officials of the State

» Non-State Employees (as allowed by STRA) when
» Performing substantial and necessary services to the State and
» Directed or approved by appropriate department official

» Does not apply to Contractors or their agents

» Must follow the STRA statutes and OMES State Travel
Procedures
» OMES may audit travel documentation (100% audited at this time)

» Non-compliance may result in loss of P-Card travel privileges and/or
additional travel training being required



Travel Purchases — P-Card

> Except for airfare, lodging, taxi, shuttle, parking, & rental car all
other travel-related expenses are prohibited on the P-Card,
such as:

» Meals, including room service
» Hotel Telephone (not business related)
» Internet (not business related)

» Traveler must pay out of pocket for all other travel related
expenses

» Travel Claim may be submitted by the Traveler for
reimbursement of travel related purchases prohibited on the

P-Card (OMES Reimbursement Form 19)
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» Statutory exceptions (74 0.S. § 85.45k(B)) to using SW
Travel Agent:

> State agency can acquire air travel at less cost

» Must get a quote from the Travel Agent and keep with transaction
documentation

> Air travel originates outside the state and it is impractical for the
agency;

> Air travel is due to an emergency and time does not permit use of the
contract travel agency;

» Air travel is part of a package arrangement by an organization that
schedules a meeting or conference

» Reason for the exception must be documented in the
Allocation description field in Works



Travel no-shows

e If an employee is signed up to attend a
Conference, stay at a hotel, or has scheduled a
flight and does not show up for said event it is
up to the employee to payback the money to

the agency.

* Please check with your agency’s internal
purchasing rules








