SPOTS CARD USE DURING DISASTERS

SPOTS CARD STANDARD LIMITS

SPOTS cards are available for use during declared disasters.  Typically most SPOTS card holders have limits of $2,500 (the standard limit) to $7,500 which is the maximum allowed with approval at the Agency level.  Higher limits are available, however, with the Department of Administrative Services (DAS) State Controller’s Division (SCD) approval.  

To request a higher limit on your SPOTS card, Agencies must submit a written request along with a SPOTS Card Account Information Record form signed by the Agency Approving Officer.  You must include the reason for the increase, explain the receipting and storage methods for the items purchased and explain how the Agency will use and store the card.  Please see the Oregon Accounting Manual Statewide Policy Number 55.30.00, SPOTS Card Program, Section 117 for further information on this process.
SPOTS CARD DISASTER REQUEST PROCESS

You may also acquire a SPOTS card or increase the limit on an existing SPOTS card during a disaster through an expedited process.  DAS SCD will expedite requests for SPOTS cards for disaster purposes and make the cards available within 24 to 48 hours.  Credit increases up to $50,000 will go into effect within 2 to 4 hours of the request.  Requests for increases over $50,000 may take up to 24 hours to go in to effect.  Please see the Oregon Accounting Manual Statewide Policy Number 55.30.00, SPOTS Card Program, Section 140 – 142 for further information on this process.
SPOTS CARD ACTIVITY REQUIREMENTS

SPOTS cards not used within 90 days will be identified by the DAS SCD and notification will be sent to the Agency that the card has not been used.  In order to keep your card active, the Agency SPOTS Approving Officer may submit documentation to DAS SCD to justify the active card status.  For example, if your card is only used for disasters then the Agency SPOTS Approving Officer may notify SCD that this is the only use for the card and the card can remain open without having regular charges on it.

WHO MAY USE A SPOTS CARD

An employee who has been issued a SPOTS card must secure and control the card at all times. Only the employee to whom a particular SPOTS card has been issued is allowed to make purchases using that card. 
SPOTS CARD DISASTER DOCUMENTATION REQUIREMENTS

Disaster 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 ECC/AOC to ensure their agency’s SPOTS card reporting mechanisms generate the data required for reimbursement under federal and state disaster recovery programs. 

CONTACTS FOR QUESTIONS AND REQUESTS

For additional information or to find out how you can obtain the services of SPOTS, DAS SCD Statewide Financial Management Systems (SFMS) (503) 373-1044.
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