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	SUBJECT:  Use of Small Purchase Order Transactions System (SPOTS) Purchase Card



1. APPLICABILITY:  These policies/procedures apply to all Oregon Military Department employees and individuals issued a SPOTS purchase card.

2. AUTHORITY/REFERENCE:  Oregon Department of Administrative Services,

Controller’s Division, Oregon Accounting Manual (OAM):

OAM 55 30 00.PO (Policy)

OAM 55 30 00.PR (Procedures)

3.  ATTACHMENTS:

No. 1:  Form 75 55 02.FO (Credit Card Application Form)






No. 2:  Sample Transaction Log

4.  PURPOSE:  To provide policies/procedures for use of the Small Purchase Order Transaction System (SPOTS) purchase card.

5.  POLICY/PROCEDURES:

a.
All Oregon Military Department SPOTS purchase card purchases will comply with Oregon Department of Administrative Services, State Controller’s Division Purchase Card program policies and procedures and this policy.

b.
The Oregon Military Department State Financial Administration Division (AGC) is responsible for oversight of the agency SPOTS purchase card program and will issue purchase cards, provide necessary training, oversee and control policy compliance, maintain required documentation, complete necessary reporting, and serve as liaison with the Oregon Department of Administrative Services, State Controller’s Division.

c.
Only individuals with Program Manager approval will be issued purchase cards.

(1)  Applicants must request a Credit Card Application and Agreement Form           (Attachment 1) from the AGC SPOTS Card Coordinator.

(2)  The applicant’s Program Manager will recommend the purchase card limit on the Credit Card Application and Agreement Form.

(3)  The applicant will review and complete the Credit Card Application and Agreement Form and return the form to the AGC SPOTS Card Coordinator for Approving Officer signature.  The Approving Officer is the Director of Financial Administration in AGC.

(4)  The AGC SPOTS Card Coordinator will process the application.  Upon approval, the financial institution will provide the applicant with the card.  This is usually accomplished within 14 days.

(5)  The applicant will notify the AGC SPOTS Card Coordinator when the card is received.

(6)  The AGC SPOTS Card Coordinator will record the card number, expiration date, and credit limit on the Credit Card Application and Agreement Form and return a copy of the form to the cardholder.

      d.
 The SPOTS purchase cardholder shall safeguard the card at all times.

      e.   Only the SPOTS purchase cardholder or an individual authorized by the SPOTS purchase cardholder may receive or pickup merchandise.  If an individual other than the SPOTS purchase cardholder receives or pickups merchandise, the individual will sign the receiving document, but may not sign the charge slip.  The charge slip will be annotated “telephone order”.  Only the SPOTS purchase cardholder may sign the charge slip.

      f.
The SPOTS purchase card may be used to order merchandise over the telephone and the purchase card number may be given over landline telephones.  Numbers must not be given over portable or cellular telephones.

      g.
Use of the SPOTS purchase card on the Internet must meet the following criteria:


(1)  The vendor’s return of goods policy must be verified.  If the vendor does not have a return of goods policy, they should not be used.


(2)  A receipt/purchase confirmation online must be available with the vendor’s name, item purchased, quantity, price per unit, date of purchase, and approximate delivery date.


(3)  The SPOTS purchase cardholder must keep a printout of the receipt/purchase confirmation with the purpose of the purchase and account coding added.


(4)  The receipt and packing slip must be attached to the SPOTS purchase cardholder’s statement.

      h.
The SPOTS purchase card will only be used for authorized purchases, including price agreements, from incorporated businesses. Questions as to whether or not a business is incorporated will be referred to the Controller in AGC.  No purchase shall exceed $5,000.  Purchases must not be split to avoid purchasing rules and controls.  Use of the SPOTS card does not exempt the cardholder from the requirement to use state price agreements.
      i. 
Expenditures for cash advances, personal purposes, and travel-related expenses are not authorized.  Travel credit card purchases are governed by other agency policies.

      j.
Employees may not accept cash refunds for purchases made with a SPOTS purchase card.  Refunds must be credited to the SPOTS purchase card account originally charged.

      k.
Back orders cannot be charged to a SPOTS purchase card account until goods are received.

      l. 
Certain travel costs may be charged to the SPOTS purchase card.  Individual travel expenses other than airline costs (e.g. hotels) can, with certain limitations, be paid directly by the agency for non-employees relating to recruitment and training.  The purchase of any airline ticket is not allowed because of conflicts with the existing price agreement.


Approved SPOTS card travel-related expenses include:


(1)  Agency sponsored conference expenses for non-state employees.

(2)  Individual conference registrations for state employees.


(3)  Agency sponsored business meals for state or non-state employees.


(4)  Gasoline for state-owned non-fleet vehicles.

(5) Cost to house/lodge non-employees/clients (verify that the facility is incorporated before using card, as lodging is 1099 reportable).
(6)  Circumstances where a purchase order would typically be used and the arrangements are made by a travel coordinator who is taking responsibility for the travel expenses paid in advance of the travel.


If the SPOTS card is used for approved travel-related expenses, the AGC Travel Coordinator must be notified to ensure that no duplicate expenditures or employee reimbursements are made.  Employees may not use the SPOTS purchase card for travel related expenses while traveling.
      l.
Each SPOTS purchase card will be used in conjunction with a transaction log (Attachment 2) or AGC-approved summary spreadsheet.

(1)  The transaction log or summary spreadsheet will show, at a minimum, the date, the vendor, the purchase amount, a description of the item purchased, and the Program Cost Account (PCA) and Agency Object (AOBJ) code to be charged.

(2)  A description or purpose of each purchase will be recorded on each receipt and/or charge slip.

(3)  All receipts and/or charge slips will be kept with that month’s transaction log or summary spreadsheet.

m.
AGC will process monthly statement payments and pay the total due within 14 days of the statement date.

(1)  AGC will receive a monthly agency statement.

(2)  The SPOTS purchase cardholder will receive a monthly memo statement.

(3)  The SPOTS purchase cardholder will sign and date the transaction log or summary spreadsheet; will obtain fund manager signature approving all purchases; and will attach all receipts and/or charge slips to the memo statement and send it along with a copy of the transaction log or summary spreadsheet to AGC within 5 days of receipt of the memo statement.  If there are any incorrect charges or credits, cardholder will attach explanatory documentation.  All balances are to be paid in full each month.

(4)  If the SPOTS purchase cardholder does not have documentation for an authorized charge, alternative documentation can be used in unusual circumstances.  For cases where the original charge slip is lost or missing, cardholder will attach a statement identifying what was purchased.  If the supporting cash register receipt, invoice copy, or similar documentation is missing, cardholder will attach an explanation for the missing documentation. Cardholder will forward the support with the approved memo statement for payment.

(5)  Failure to provide the required documentation within 5 days of receipt of the memo statement and/or a pattern of missing documentation may result in the loss of purchase card privileges.

     n.

The Approving Officer, or delegated individual, will make a periodic review of the agency’s SPOTS purchase card program to ensure that the program is operating within guidelines and specific agency operating policies to include the following:



(1) Review cardholder credit limits to ensure that they are appropriate based on need and prior spending patterns.  Any credit cards that are not needed will be cancelled.



(2) Review cardholder agreements to ensure that all users have signed the appropriate agreement and all agreements are on file.



(3) Analyze agency card volume and number of cards in use to determine if savings could be achieved by increasing use and/or reducing number of cards.



(4) Verify only authorized employees are using the purchase card.

(5) Verify the accuracy and completeness of purchase card transaction logs and approved invoices with attached supporting documents; and verify the appropriateness of purchase card security procedures.  Investigate any suspected purchase card abuse or misuse and initiate appropriate corrective action.

    o.
The SPOTS purchase cardholder’s supervisor is responsible for monitoring use of the SPOTS purchase card.  Whenever abuse is detected or suspected, the supervisor must initiate appropriate action, including notifying the Approving Officer.  If the Approving Officer suspects abuse of card privileges or disregard for the SPOTS purchase card agreement guidelines, the SPOTS purchase card may be forfeited and canceled.  The Approving Officer will notify the supervisor and discuss action to be taken.

    p.
If a SPOTS purchase cardholder terminates state service, is on a job rotation, or is dismissed, their SPOTS purchase card shall be immediately forfeited, returned to the AGC SPOTS Card Coordinator, and cancelled with the issuing bank.  If a SPOTS purchase cardholder will be on leave of absence for more than two weeks, the AGC SPOTS Card Coordinator must be notified.

    q.
Failure to comply with the SPOTS purchase card use policies and procedures may result in disciplinary action up to and including dismissal.  Willful, fraudulent use of a SPOTS purchase card may be cause for immediate dismissal.  In addition to any disciplinary action taken, the employee will reimburse the State for any inappropriate SPOTS card purchases.  The State reserves the right to refer instances of abuse to the appropriate law enforcement agency.  These referrals may include criminal prosecution for theft, abuse of public office, and violations of the Oregon Ethics in Government Act.

//s//
KARL D. JORGENSON
Director of Financial Administration
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