USING SPOTS CARDS DURING AN EMERGENCY
Oregon Accounting Manual (OAM) Policy 55.30.00 – SPOTS Card Program sets forth the minimum standards for processing purchase transactions using the State of Oregon’s Small Purchase Order Transaction System (SPOTS) card. The SPOTS card program was implemented to eliminate costly paperwork and to expedite the process of making purchases, thus, saving the State time and money. The SPOTS card, which is an important tool under normal circumstances, may be even more valuable during an emergency. 

1. SPOTS Card Application 
To request a SPOTS card, the potential cardholder must complete the Purchase Card Application and Agreement form (OAM 75.55.02.FO). As long as the credit limit is $10,000 or less and the request has been signed by the agency’s Approving Officer, the request may be processed directly by the agency’s SPOTS Card Coordinator using the US Bank’s (Bank) web-based system. The new SPOTS card will be issued in the name of the employee and the state agency responsible for the card’s usage, based on the information contained in the signed SPOTS Card Account Information Record (SCAIR) found on page 4 of the Purchase Card Application and Agreement. 

2. Credit Limits 
The standard credit limit for each credit card issued under the SPOTS card program is $2,500 per billing cycle. The agency Approving Officer may authorize increases (up to $10,000) or decreases in the credit limit. The credit limit decision should be based on anticipated need and frequency of use and the cardholder’s employment classification and job responsibilities. 

Requests to increase the credit limit above $10,000 require the additional approval of the State Controller’s Division (SCD), Statewide Financial Management Services (SFMS) Section. Agencies must submit a new SCAIR form signed by the Approving Officer and attach a written explanation that describes the reason for the increase and the controls and safeguards in place to ensure proper receipting of physical assets and appropriate use and storage of the card. 

3. Expedited Procedures During an Emergency 
In an emergency situation, the request for a SPOTS cards can be expedited. Cards can be issued and made available to new users within 24 to 48 hours after the Bank receives the request and is notified it is for emergency purposes. If the request is submitted early in the morning, the new SPOTS card will be delivered the next day; if the request is submitted after the bank’s normal delivery/pick-up time, the card will be delivered within 2 days. The delivery location can also be pre-determined at the time of request. (NOTE: The Bank is not available to process emergency requests evenings, weekends or holidays.) 
In an emergency, requests to increase the credit limit of an existing cardholder can also be expedited. Credit limit increases up to $50,000 become effective within 2-4 hours of the “emergency” request. Requests to increase the credit limit over $50,000 may take up to 24 hours. In either case, any request to increase a cardholder’s monthly credit limit above $10,000 requires the approval of SFMS. Agencies must submit a new SCAIR form, signed by the Approving Officer, along with a written explanation that (1) states the request to increase the spending limit is due to an emergency situation; (2) describes the controls and safeguards in place to ensure proper receipting/tracking of emergency purchases; and (3) discusses the controls in place to ensure the proper use and storage of the SPOTS card. The request forms may be faxed to SFMS. (NOTE: The Bank cannot process emergency credit limit increases evenings, weekends or holidays.) 
4. Selection and Training of Emergency SPOTS Cardholders 
SPOTS cards are non-transferable, meaning that a SPOTS card cannot be used by anyone other than the named cardholder to make a purchase – not even in an emergency. For this reason, agencies should carefully consider whether key personnel expected to be involved in disaster recovery activities should also be SPOTS cardholders. Agencies must also decide whether to request “emergency” SPOT cards in advance or wait until an emergency actually occurs. If the decision is to delay, agencies must keep in mind that communication networks, etc. could be adversely affected during an emergency which, in turn, could impact the effectiveness of the expedited procedures described above. 

Some of the issues that must be resolved at the agency level include the following: 
a. Specifically, to whom should emergency SPOTS cards be issued? Should SPOTS cards be issued to administrators, deputies, field supervisors and other emergency responders? Or, because of their familiarity with procurement laws, administrative rules, and statewide policies, should emergency SPOTS cards be issued to key purchasing staff only? 

If an agency decides to issue emergency SPOTS cards to purchasing staff only, the agency should also specify the minimum qualifications. For example, management might decide that qualifying purchasing agents must have: 

· A minimum of two years experience at the level of a Procurement & Contracts Specialist 2 or higher; 

· A current Oregon Procurement Basic Certification; and 

· A solid foundation in using statewide price agreements and the ORPIN system. 

b. What is the proper emergency spending limit for each of the potential emergency cardholders? The assumption is that it will be more than $10,000, but how much more? 

c. Have existing SPOTS card policies and procedures that govern day-to-day processes been updated to include emergency operations, ensuring that: 
· Emergency cardholders receive basic and refresher training on the proper use of a SPOTS card, including transaction documentation requirements; 

· Emergency cardholders understand they must secure and control the cards at all times; and 

· Emergency SPOTS card activity is consistently monitored on a week to week basis, not just during an emergency. 
5. Documentation Requirements 
Emergency SPOTS card transactions must comply with the same documentation requirements applicable to all purchase transactions. All expenditures must be supported by copies of appropriate source documents, such as vendor invoices or receipts (merchant credit card receipts, alone, are not sufficient) and receiving records, and they must be approved by individuals who have the appropriate level of signature authority. In addition, the use of a SPOTS card does not eliminate the requirements to (1) issue a purchase order for all purchases over $5,000 that are not part of a price agreement and (2) obtain competitive bids, particularly for purchases that are part of a FEMA project. 

Agencies are reminded that all expenditure claims related to FEMA projects must be reasonable and necessary, authorized within the project’s scope of work and directly benefit the project. Financial managers should work with OEM to ensure their agency’s SPOTS card reporting mechanisms generate the data required for reimbursement under federal and state disaster recovery programs. 

6. Cardholder Information 
Agencies should also make sure that a complete record of their cardholder information is stored at a secure secondary location. 

7. Tracking Mechanisms 
Agencies may find it useful to develop their own internal system to track SPOTS card purchases during an emergency to monitor spending, to share data among multiple users, and to facilitate post-emergency audits and analysis. Special recordkeeping procedures and advance training would be needed to instruct agency personnel how to log, track and report emergency purchase information (cardholder name, exact vendor name, exact dollar amount and description of goods or services purchased) to a central authority. For agencies currently using the Bank’s Access online program to track and analyze SPOTS card activity, a new feature will soon be available that agencies can use to customize their reports. 

One major benefit of using SPOTS cards to make emergency procurements is that the process ensures creation of a record of the purchases as evidenced by the monthly billing statement and the Bank’s Access online program. Although neither of these resources constitutes sufficient documentation/authorization for payment purposes, together, they provide a starting point and reference numbers for follow-up and investigation when receipts go missing.
