Attachment 1

UC ANR REGIONAL GUIDELINES FOR UC DAVIS PURCHASING CARDS
January 2005
KEY RESPONSIBILITIES FOR CARDHOLDERS:

Cardholders are required to:

· complete on-line purchasing card training prior to applying for a card

· complete annual refresher purchasing card training 

· have a working knowledge of University purchasing policies and procedures

· safeguard the card and the account number as confidential information

· maintain a log of their purchases using the card 

· reconcile the log to the monthly account statement

· ensure that the card and/or account number is not shared with or used by any other person


· ensure that the card is not used for travel, entertainment, registration fees, or personal purchases, or any items from the EXCLUDED ITEMS list*

· ensure that itemized and priced detail is provided by the vendor at the time of purchase

· Immediately notify US Bank, the County Director, and Regional Office of lost or stolen cards and any fraudulent charges

* Excluded from Purchasing Card
Inventorial Equipment

Personnel services – independent consultants or independent contractors

Firearms/ammunition
Charters (land, air, sea)

Rental of real property

Computer software requiring signed license agreements

Equipment maintenance requiring signed agreements

On-site services

Rental of equipment longer than 31 days

Furniture

Alcohol

Food items (there is an exception for food purchased for demonstration – contact Regional Office for details)

Cash Advances

Repair Orders

Classes/seminar/workshop/conference registration fee (use UCD Corporate VISA for travel)

Stamps

All travel or entertainment expenses (use UCD Corporate VISA for travel/entertainment


Any personal purchase
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KEY RESPONSIBILITIES FOR RECEIVERS:

Receivers are required to:

· safeguard the account number as confidential information

· carefully review the goods received to confirm that the orders have been correctly & completely filled

· sign and date the packing slip or other itemized documentation

· provide documentation to the Supervisory Reviewer within 1 business day of the receipt of goods
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KEY RESPONSIBILITIES FOR SUPERVISORY REVIEWERS

Supervisory Reviewers are required to:

· complete on-line purchasing card training prior to the completion of the cardholder’s application process


· complete annual refresher purchasing card training 

· have a working knowledge of University purchasing policies and procedures

· safeguard the card and the account number as confidential information

· ensure that the expenditures are appropriate, both in general terms and with regard to the specific fund used and  that there is evidence that the goods have been received.

· ensure that the card is not used for travel, entertainment, registration fees, or personal purchases, or any items from the EXCLUDED ITEMS list* 

· identify and correct questionable or unacceptable purchasing card expenditures and to recommend or take any corrective action needed. 
· review, sign and date all transactions done by cardholder

· fax details of each transaction to the Regional Office within 3 business days of receiving the documentation from the Cardholder

* Excluded from Purchasing Card
Inventorial Equipment

Personnel services – independent consultants or independent contractors

Firearms/ammunition
Charters (land, air, sea)

Rental of real property

Computer software requiring signed license agreements

Equipment maintenance requiring signed agreements

On-site services

Rental of equipment longer than 31 days

Furniture

Alcohol

Food items (there is an exception for food purchased for demonstration – contact Regional Office for details)

Cash Advances

Repair Orders

Classes/seminar/workshop/conference registration fee (use UCD Corporate VISA for travel)

Stamps

All travel or entertainment expenses (use UCD Corporate VISA for travel/entertainment


Any personal purchase
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KEY RESPONSIBILITIES FOR LEDGER REVIEWERS

Ledger Reviewers are required to:

· review all purchasing card payments appearing on University ledgers to ensure that accounts charged and amounts are correct

· ensure that no duplicate payments have been recorded on ledger

· make a record of the review by initialing and dating the University ledger

· alert Cardholder and Supervisory Reviewer of any errors found on University ledgers
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KEY RESPONSIBILITIES FOR COUNTY DIRECTORS
County Directors are required to:

· maintain a list of Cardholders and Supervisory Reviewers in their County

· maintain copies of Cardholders’ applications and signed agreement forms

· advise MSO immediately when a Cardholder or Supervisory Reviewer transfers to another UC department or separates from University employment 

· oversee purchasing card program within the County to ensure compliance with University and ANR policies and procedures

· ensure that all transactions are in compliance with University policy and that proper internal controls are maintained

· notify Regional Office of any concerns or problems that arise from the use of purchasing cards

· recommend/take corrective action if purchasing card is used improperly

Excluded from Procurement with Purchasing Card
Inventorial Equipment

Personnel services – independent consultants or independent contractors

Firearms/ammunition
Charters (land, air, sea)

Rental of real property

Computer software requiring signed license agreements

Equipment maintenance requiring signed agreements

On-site services

Rental of equipment longer than 31 days

Furniture

Alcohol

Food items (there is an exception for food purchased for demonstration – contact Regional Office for details)

Cash Advances

Repair Orders

Classes/seminar/workshop/conference registration fee (use UCD Corporate VISA for travel)

Stamps

All travel or entertainment expenses (use UCD Corporate VISA for travel/entertainment


Any personal purchase

