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MORGAN STATE UNIVERSITY
FURCHASING CARD USER'S GUIDE

1. OVERVIEW OF PURCHASING CARD PROGRAM

11 PFURPOSE
This program is designed o simplify the purehasiog of goods and services rosting $3,000 or less, To 1ake
advanlage al these benehis requines only that previously existing guidelines for purchases comtinue to be
lellowed aud that the purchases arc made from vendors that accept VESA. As wiil all purchases it is
appropniaic to consider lirst {hosc sources available under existing State of Maryland and University
conlracts, however, the use of the card is by no mcans restricted 1o tese contracts. Wil the excepion of
s limatations addnessed in Scelion 3.5, use ol the Corporate Purcliasing Caril for anw other itlems
appropeate to the Jegitimate needs of the U niversity and meeting your Departipeidal guidelings is
encouraged. As of July 1, 1998, the Maryland Stae Board of Public Works established the Corporaic
Purchiasing Canl as the prelenmd mcans of making these purcliascs.

REMINDER: THIS CARD I8 NOT TO BE USED FOR FERSONAL FURCHASES, OR AS
FERSONAL IDENTIFICATION, UNDER ANY CIRCUMSTANCES,

1.2 BENEFITS

A The use of 1he Cand will:
1. Allow cimployecs to olain goods and serviees much Bistee and casien;
2. Significantly reduce paperwork and processing time in the employee's departrnent, as
well as in Accouns Payalile;
3. Pravide cost savings through consolidatcd payment {one monthly payment wle Stale of
Marytand by the University vecsus mulliple veasdor payments),

B, Imponant benelns lor vendors include:
1. Recciving paymcot i three (3) business days.
2 Eliminating aftersale inveicing anl colleclion actvitics.
3, No additlivnal applications ar papervark necessary if they arc already VIS4 mercchats,

12 THE CREIMT CARD COMPANY

The progrun ihat 1he University has cliosen is ollered twougl a State of Marybuwl Contract with US
Bauk using the VIS4 cand. The progyaim is governed by the wenms awd conditions of a Master Agrecment
between the State of Maryland and 1 8 Bank, In wmiost siluations individual cardhwbilers and deparimeis
will deal with the Purcliase Card Program Adnmisimior.

2. WHERE T GET HELFP
21 USBANK
To report a losifsolen cavd, eall 800-344-5696 nmcdiately.

The cardholder must call US Bank immediately upon discovering liu tlie card has beew lost ar stolew,
This number eotmecls direetly 1o Canlhokler Cusiomer Scrvice Cewnter. Help is available 24 hours a day,
7 dbays a week, and 365 days a voar,
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2.2

3.1

PURCHASE CARD OFFICE
Pnmary Contact:

Elizabeth Ransom (she/her)

Corporate Purchasing Card Manager
Phone:443-885-4565

Email: Elizabeth.Ransom@morgan.edu

The Purchasc Card Program Administrator is responsible for the daily opcration and management of the
puirchasing card program and is the primary contact lor cardholdcrs, departments and schools relative to
the purchasing card program and assists departments in determining how to usc the purchasing card to fit
their needs. Additionally, provides assistance regarding the paperwork for new card applications and
changes in cardholder information (name, mailing address, mcreasc or deercasc in limits, ctc.).

Secondary Contact:

Tyree Vinson (she/her) Oluwagbenga Alo (he/him)
Administrative Assistant Program Specialist

Phone: (443)-885-4566 PhOf!el (443)- 885- 3176

Email: Tyree.Vinson@morgan.edu Email: oluwagbenga.alo@morgan.edu

CARDHOLDER POLICIES AND PROCEDURES Br

This User’s Guide supplements the State of Maryland Corporate Purchasiag

Procedures, copics of which arc available from the Department of Procurcment Services or Comptroller
of the Trcasury website at:

htt : com troller.ma landtaxcs.con Govermment Scrvice Statc Accountin  Informatior Co Horate
Purchasin  Card

OBTAINING A CARD

Dcpartments and Schools will establish critcria for requesting cards. Cards may be issued only to

Morgan State University State employees.

The Requestor (or departmental designee) should prepare the Purchase Card Request Form (EXHIBIT
A). All information on the Purchasc Card Request will generate a New Application Information Form
which is required to obtain cards and to properly manage the program. This will be emailed o
cardholders by Ms. Donovan. It is to be checked for accuracy, printed, signed and returned to the
Purchasc Card Ollice. Oniginals only-no copies, scans, or faxes.

The attendance of a mandatory Purchasing Card oricntation class is required prior to ordering the card.
1 pon reeceipt of cards, applicants will be notilied to pick them up from Bear necessity Card Office, Tyler
Hall 306. Additionally, a Cardholder Agrecment (EXHIBIT B) must e signed by all cardholders prior
to acquiring their card. No card will be issued without attendance ol the orientation class or a signed
Cardholder Agreement.
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3.V

Purchasing rdA ication

MSU Lmployee [D-

Applicant’s Lev  Nume

Fi . Name Middic In teaf T.ast Namé

Schaol/Division partment

MSU Address  jinchidefill sover address, rflding Nume end room sember

Building Room Number

MD
Clvy State Zip
Campus Phone Number Mobile Phone (oprional) T MS Email  dress
Employment Status:  ull Time Part lime fob lLith
Budget/index Grant am (¥ applicable) Gt xpiration D te (if applicable)
Single Purch  Limit. Monchly PurchaseLimit.

it S50 rm S5V

Name of Cardholder Signature Date
Prmary Awthorized Revicwer Sighature w
Secondary Authorized Reviewe Signa u ¢ Date
(avthonzed o in of primary)

Sponsored Pro. ms Signatu e Date
Vice President . ¢

/1
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XH1 ITA
STAEDL OF MARY LAND
CORPORAIL PURCIHASING CARD PROCGL ¥
CARMIOLDER AG LEVIENT

I . srehy aqu sl a o promike Pundh siee Cacd s o candl older | wuae t
mpebowr phe ol oua g or and condnan el sad o tha use of 1 cand

T Lunlorstar d o bam bowsg delegated the auenn 1o purchasz saaplies and servizes on behal of
VORGAN ST E  NIVERSITY, wsing ke Siate of Mandzw Corparme Funhaging Card

1 gree thal s cand w il be used Tor appresed pechascs only - wd. fieile that Dwoall e 30 chitrge 25
pensi vl purchics o this ard - Al purcheses maz be made o aczer L ace wiel applicible kaw
Lode £ %o band Revolations (COMAR] o U3 olicre. snd eczdure . ond 1 Sime ol
Slary nuih Comporats Purchasmg Curl Peperam Falos ond Pracad ves Sanuil

ol peee 1o retuen dhie cand mitedistels upLn a cpeaskm o d artensmaen O e ledione rehis ment
U aasipniment ranciles Apency ¢ a5 wn & AlTw et e g Lie o n o ez
upen eap st of oy Seperoison and thatl ™ iy acbans efemed abelws woudd 2l oopph for
Tl weovedo so.

IMwwen: s lo torswlen Tag o nEwd ey egify Usbaonk and vie Pareh 1 Czed Prosmn
LT [TTRTT PN A

STATEMFY1 OF COMTL T WCF

Poerndy Lipg § 8l purchase s pples o szevices moageor lance o I pphgable LOMALR o S5 ol anl
Peoree wres W12 1w s and Seate of Mo land Capooat: Peosare nent Cand policy and procedures 1 eemity
that. i the best o nw knowledge and bebiel, albolnn somano s mie e, corpent, conplute wmel eide o
avid Thth, sond subjee o pplicable COM AR o U SR Paleas and Procedurn | Srate o and S neo
Yhindow € o rerr Pk el Preeerame B e et P firet oo of

I underskand that my failurc te fellew eertoblished proceduces may result
in disciplinery actionz against mo, ainelu ng relmbursement of
unautherirzed purchagos, lasa of laava tima, suapenaion and/or termi ation
of enployment, Efine, andfor criminal prosecutien

To ther chnow ladee and centify that [ shall by pers mally respon able for ane u authoriced Corporats
Prachin 12 Cord purchase. 1le eby nuthnorize the $taie o dedit Tom my pay robl ohiveh a1d from ans ather
Pabiies B nne e mmomil of sech vieuthorized puediases matde v ¢ Corparate Porchas g Ceonlissued o

e
Fmployee™s S gont re Dt gnyadl tCe 1

L np oyee’s Work 1D goney Addre

Na gersSgn i Dae Ag vy h alOthe © Sig atre Date

urchas 1g Card  rogramm Adn us res s
Signatwie Da e

Laersic sabet] rnson Downloads CARTH [ R A REED, ENTFAHIBII A20..Q FOLM
3
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42

4.3

J.4

3.

CARD SECURITY

The cardlyler who has been 13200l 3 Corperate Purchiasing Cand most securc asd contred the card a1 2l
funcs. bven clicer should be male v sovure all purclasizz cand accome, fomadon. Tlis aeclmles
reparts, slalcien pecking shps, awl weceips. Paper domunzens containieg he purchasing canl seccynt
wamber shicubd he slicelded or destmyel wlwen the wlamaio is e loger poedod ar cequired. Mo one
oiher tharn the desigrated candholder is anthorizned 0 wse the ol For any parpose.

SAIES TAX EXEMPTION

The Tucchaseng Card siatcs s dee Linweran s sales s evengi anl Bsis e cvenspuon mnnber, AL in
slale and many ourolsiare swixlos Sonar this csemplzon. T ropuacd By U verlor a copa of he
LCnirersity's taxcucinps ceailicare sizy be pronxlol. Plaare contact tie Ollice of Procuscnsnt o (445
BES-FH74, Mvan ixed wihinaaal help cegasting sale ayes.

LIMTTATIONS SFECTFIC TO INDIVIDU AL CARD

Al Porchinsng Canls leae a c30KH Single Purchase Limit uuless the cardbedder’s DepartmentySchood
has noposcd a lower lunil. As with ooment pandresing, regulalions reganding rerquisitions, “sphitng”™
purchases to meed this kmil is prohdbiged. Deperiment: Schioals mas o adibiioeal cesionciions rohding 1o
shigle puochiasce o noodcy el lins:s.

EXAMPLE:

YOUR DEPARTMENT HNEELS 10 COMPUTERS BUT THE TOTAL OROER WOLLD HAVE COST COWER, S5000
AU BUR HALF THE COMIPUTERS OHE DAY AND HaLF THE NEXT DAY,

****THIS WOULD HAVE REQUIRED A PURCHASE ORDER!!!

LIMITATIONS ON ALL CARDS

A The Statc ad Lovversuy prolulin reegam Merelaa Calcgon Cosle (M OCC Cirouges Toom
purchasimg cand usc. These oosicctions will be asgosacically invabed d apnbicalsk: dunng Uic
puarchase authoruanoe process. 1 e Tollasing are resincicd purcliascs wsiog Uae card. The
PCPA has no authassty tr overmde the state blocks oo MO growups, (see EXHIBIT C for
10 Ardine - 'oial Gorouyp Rcsioe o (A3 Addioes)
2 Transportation - Panm] Groups Besrction [Railreadst- Must e pelued 10 Ui erssis Business-
) Amusementand Entertainment ~ Uetzl Greup Resigction 1Movea Ficrure Thealers, Banding,

Allews, Waleo Ganee Clulss, Beiing. Goll, Becrealion Somices, cie.)

4y Coatract Services - 1042 Veoilors ~ (P nincorparaiol Seovices Forcign Vexlent

a) Miscclbmeous - Specibe resinction by Merchant Category Code as Eollows:
Danking Flaces Aleaholic Besemges) 3L #3513

by Ealing Flaces Restaurants MO fr5R12
cy Fast Food Bestawranis MOC #3814
d} Package Goods Sloces [Boer, Wine & Liquoer) MOC #5921

5 Cach Advances are strictty prohibiged.
Page | 9



3.6

3.7

3.8

13. Lhe felleswingg 13 pes of ransactions will not be aneomaticndly sected iF puzchaseed by e card,
Pt s el alloveeed ancd will Te voonitaredt Tor complimmee theouwgh the resies poliey 1y the
mversily sl e State.

L} Gilts 1 wkens ol appreciion, retirenient gle, avwards), conributens, and donanons
Csuch o ovvers Tor coavorhers or relatives, hoelidny cands ord s

A4 Caill Cardls sove twat fo be pehiased wil the Corposate Porchasag Card, I you ase your
State issned purchasing eaed 1o buy gill caeds, your eard will be suspended for 45 days.

B Catered Partics {(Although the Stue s vemon cel ciwering as a resirieted purelimse, ihese
purchases for authoreed T uneraty events muost [ollow the niversly Tood pehiey uel be
well documented witl the miome ead parpose el the foocbon o sotencded by s sl
alfilialio, Costs for aeohiolic heyveraones we uol o be nchoded vider oy ciedimstnee.

I} Fugniteie (50ader repukuions venirs: you parehese Trom Moy ad Cormectional
Futerpmases)

o) Supplics et are not refated o 1 aneesiy business (e, colled, paper plaes, Tood,
uicusily, cte)

CARD RENEWAL

US Bank will reissue cards every 2 Fmowths o cach active cardholder. Cardholders vall be notified

10 pichup reissucd cards [rom Bear Necessity Card office, Tyler Hall Room 306
SURRENDER AND VOLUNTARY 5 SPENSION OF CARD
A, Terminaton/Resignation: Yeur o rommins the property of 5 Bauk aowd must he sumenderel

immediately npon lermination of conployment; clisn ¢ ol depariment, or upon request [or ang ieason
Iy an athoriscd person Gach iy your supenvison on PCPA) L ke cardbalder nast retun

she card o the Purelimsing Card Ollice in person or shred the card and complete the appropeine
paperoerk o survetdeng e cad.

B. Voluntary Suspension: Latgnded sich leave, sabbatical, mateiniy leie or any other lang-term
separalion Ironn e vaiersity, reqemes thal you ooty the POPA o suspend your cand in your
absence. While you are v seheiluled 10 do niversiy binsiness, your carel s net 0 be leliin
department Lor olliee use or to renein active unl your retorg. Upon vour velur, reguest i wriling
1o e PCPA duw yonar purehase cace e veactivated.

CHANGING CARD LIMITS AND UPDATING CARDHOLDER INFORMATION

Ciud Leons miy be changed by the cardholder v Purctiasing Card Clnge Request Foon (EXEFITINT C)
{The final determination on cardholder limits rest with your supervisor and the PCPA).

Other inlormation suely as addiess, phone, e of the Acconit Manager, ete., may be changed by e
earclholder via Fanail. A CREDIT LIMIT OF $50,000 ABROVE REQUIRES APPROVAL
FROM THE GENERAIL ACCOUNTING DIVISION (GAD) ALONG WITH A WRITTEN
FXPLANATION OF THE NFEED FORIT.
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Crudip Limit Adjusem nt

MsU Dk

DaeSubmittéd __ /4 /
<5 dhplder’s Wame
' First Mame tas Name
IfmanniEnt.
adl

BUOGEF/INOEL CODE
*SINGLE PLIRCHASE CREDET L MIT & HI%

Caregn Mal/
G THLY PLUACHASE CRET LIMI % ray

Current Now
5 THIE AQIUSTMENT TEMPORAR Yes TedBvate M

1FASOM T OR ADIUSTREER |

*SJfrg!e,puch)aSe credit i £ connol éseedd staté mox mumi af 5000

-

[RNTR

Tt

super 3orD rectin SimnaLur.
Doan or Thelc IH Shgrature
Lo

Sponsored Progrums Sl iuure
Viee Pres d m S e

Drie
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3.9

4.1

PROCUREMENT REGULATIONS

A All purelimses st be i iy accerdimee with applicable Laws and e uladions, ineluding, b
nol Lkl o the State ol Man land Corporate Poliey and Procodoe Maowal weel Moo Stale
niversity User's Guide,

B. As with coment Mary el pureliasing s aned regalations, splitling purchises o aoond e dngle
transaction himit s profabited. Manlwd Loy requires all ransacions So,000 or above be
competitnely procureed. Thiis is dote by subamitting o purchase eder o O of Prooaement.

C. Novendor conbiael descouments e o be stmeed by campus cavdhiolders e deparimen
represeitaives. Sl docaments must Be reviened and spmed by sadhosteed ollicials in e
Oilice ol 'rocurcmonl.

HOW TO USE THE PURCHASING CARD

The candholder is the only person autho * d to make purchases using his/her card. Giving the eand
or card number to another personn to make a purchase, vsing someone else’s card, orm ' g

st horizccd purchnses g resull m dseiplinnn action (meinding, but e Iumlul Loy, 1en el of
your cardl and or temuination of employmeny. The Ciadbolder is linble o e niversity ad the
State of Mary L loy the praper nse ol the eared.

1 venedor you eequently purclinse from does vol aceept VESA, please monify the PCPA, sl sendor

imay b oflered the opporimly Lo de <o, All ¥ESA merchans are required w oller the siane pricing for

VISA caved purchases as fon any other means, ake sure that the prace oflered e niversity 15 the same
b price you would ardinaily e

SOCIOECONOMIC PROGRAMS
A Mipority Busitiess Foterposes (MBEY: 1'he State has a goal ihat cach ageney atlempi to avwaud 299

ol all dollurs spent with vewdors 10 Siae Certidicd Minoriy Bustness Faterprises. Pl Tollowig
groups e eowsicdercd MDBLs, Alvican Ameriean, American Disdian/Native Amcdeun, Askor,
Haispanie, Plyscally or Mentally Bisabled aned Women. As a State ageney, the niviersily muust
work tovards meaiin - dhis goal. Cardbolders shesuld constder porelasing Trean Site Cetilied
Minority Business Lolerprises when purehasityg with the card. For nfonmation on the University's
Minonny Busmess L prise Progran, please comtactthe Oflice of Procurament for the spealic
commmeclity W odilatn nfotmsalion seul assistoee,

15, Small Business Reserve Program (SBRY: Ul Stie s a tandate (s cach agency will award 109
ol all dollas spent, with sendors certilied mder e Smadl Business Besene progrm, nlike the
MNBL AR whore the Jrereentage oo proal, the [rree g low the STHR Trogsim L% s nclate,
Biisinesses uneler the SR progmun canmal execed the Tollowin enieriae

Iy Rotadl: 25 eoployees or 3 mllion dollas
4) Wholesale: o0 employees or b millien dollaes

Page | 12



4.2

4.3

3 Manulactanng: T cmployees or 2 million dollas

4 Service: 100 employees or 2 mllion dolkars

A Coustmicion: A0 coaployees or 7 million dollars

i Archicenoml/FEngineering Scviees: 100 cinployees or 4.5 million

Cardholders shoukl alse consider purehasing from SR vendors when purchasing with the card. For
Information on the University's S$tnall Business Reserve Program, please contact the Ollice ol
I'rocurcmen.

The soviocconome progruns goals aud mandaes lisicd ahove age not contut the Purcliime Cad ollice o
Ollice ol Mocurement goals and maudates, They soe University and State requivenients, shicl must be et

by crenone nnohed w the expendiinee of nds with yendors,

PURCHASES IN PERSON

A

I},

Follow ihe  niversity soud deparhinentad procedures i obtaining authorienion o make the

| rohise.

Detemune whether the Purebasing Cave is (he most appropriaw ol w use lov the purchase {cheek the
lisi to make sure il’s not A restricted item, and determine whether a State or University contract is
avadlable),

Be cortuu the wolai sanount Goeluding all shipping, andling, postage, leight, ele) will not exeecd

your card’s sigle purchase Limit or any other limits that your department may have set.
Take reasonable steps o determune e the price queted is the best you can obtun,

Advise vendor s the Universily s s excmpl.
Obtan a detabed receipt at the tise ol purebase clearly hentifying cacl e purelssced.

Recond the purchase using the Cavdbolder “Pransaction Log, and keep all receipts wili the Laog ina
seenre plice.

When recening the goods, whether vin direet deliveny or i person, alway s relain all hoses,
conginers, specinl packiging packing slips, cle intl yon are ceriain you are going b hoep the gosds,
The Cardholder s responsilbe Tor venlying gquantity and condition ol the goods upon arival

Do not sign any vendor eontrael agreement when using the cand, Reler all sueh docwnents 1o the
agpropriate buyer in the Otlice of Procurcment. However, payments Tnr sueh contrets may be made
usmng e cand onee contrach s signed by the Ofliee of Procuyement,

FURCHASES BY TELEPHONE, FAX, MATL OR INTERNET

A

TELEPHONL

Page | 13



4.4

4.5

4.6

1 A written record mmust be made when placag a telephone ander. e Cardholder T ansaction
Lo slall be wsed 1o record thas imfonnation. This inlennation will he imvaluable whew
reconeiling your account ikl must e available for conmplinee revicvs,

2) ONLY the cardholder is authonzed to place a phone order. You ey, when necessiuy, live
scmcenie else pck upr the goods (he person preking up ihe items should only sigo shipping o
reeciving papers, nol the eredil cand slip).

3 Follew ithe appheable inspuctions For omgking pooelases i porson, with the [ollos g
o TS
il When you call, state that yonu are calliog Frean e Universig sl bt you will be

miaking your purelose ona VIS4 Caurd,

Iat Record the namne ol the poerson tahing the ovder, place the ordet, and give
e smpaplior yone Purcbivng Cand munber and expication <ate.

vl Gue the supplicy yomr mame, depmoment e, phone awmber, ad compleie
delvery nstmctions as lollesisal yousue not mching up the goods, [is
reconunended Wat you hae 1the goods sluppoed diveetly w your campug scddiess i
LIS, Federad Fxpress, ov other metud suiable Tor te items puorchased.

i} Request tial i stemisced reeeipt md or packing slip with iteamized pricing be sent with
the pavehase, Retan e recap packing ship withovonr yecand of the puretiise, Advise
the veuder not e s md s insaice o Aceounsts Payable,

b [MIL] LI, FAX AND MAIL

Follow the apphicable sleps o Section A2 a0d 3 above. For Iierner porehases imahe suwre vou e m
aoseetre Internet site pror o subnuntting yow card wlormation. Rein a copy ol 1he order as Loed or
mailed and e Go conliimsuion GF available} for sour records.

EQUIP P CHASES

The cardholde: muost inuncdianely couen the Imemon Cottrol Dopartnwent (443) B85-3114 1l copuiprment ol
o has heen purelased,  Lhe purchase infomation {cost, vendor, deserphon, locaion, cled is 1o he
given by the candhelder w the Invenlory Control I'erse el "The Inventory Coutrol depariment will "lag”™ your
e hise.

INCENTIVES

The acceptiwice ol gilis, aatuitics or hickbacks is not allemied and thewe ane olten disguised ay eentives tha
are provided 1o you personadly vesuling ot a University purchase, Keep inomiwd that - niversity eniploy ces
are nol 1o perseually benelin frony i University purchase. State employ ces lave been lved and proseeucd For
acceplanee of porsomal incemtives. Protcet yourselland the Toiversity By declining personal glts, gratuiics,
kickbachs suad imeculives ofleved Iy vendeors,

RETURNS, DAMAGED GOODS, CREDITS

Page 1



5.1

I goods poreluased with the Purchasing Ciod nced 1o be returned the cardhiolder should work diveedy witll
the vendon). Here are sone tips:

A

1.

Adway s retun hoxes, contamers, speeial packagung, ote, until you e cerlain you are going to heep
the goods. Some tens, such as soltsare or fgile picees, caniol be retwmed swithoul the orginal
pawckeyeing nudenals.

Rewed all enclosed mstrucions carcindly. Olen o phane mmber wed other mstrchions sue
iwlucded ou lhe packug slip amd o reeeip.

Many suppliers require you to oblun a *Retum Authorization Number” before they will aceept 1
relurn, 1 you negleet Lo get des o mnnber when Wi veguiced, the package ias be redused aeud or no
credil sued Lo your account.

I soame ciwes there iy be o veslockine fee fsually o perecitige of the pticchase poced, I the
supplicr s compleiely wesponsible los the ervor or prablent, yau shoulil not lave o pay this, or g
other lee, Howeser, il they are wot ully wesponsible yor may bave o pay il You numy use the
Purclseing Card o sn o fee as long as i docs not cxeced any ol ihie limis.

Record the credit amount en (he Cardholler Trnsachion Log. Review your monthly staement w
ensure that o credit was issued lor the relumed item. I a eredit 1s not issued on that month’s
statenaent, caery the ercedit amount lorward o U next months Cardholder L ansaction 1 ng

Continue this process until credit is received.

IF remrn s et suthorized or 6 iU is ot propedy credited, reler to Scedon 6, Disputed
Transactions, for mstrdenons lor wesohing the problem.

GENERAL RECONCILIATION INSTRUCTIONS

RECORD KEEPING

A.

B.

.

A detailed reccipt showing the price of the ilem purclascd , vendor informaation, ad wem deseriplion is
requreed For eacl tlem.

Ve trnsaction must be necorded ona Cadholder Trusaction Log (EXTITBTT 1), The tansactions
ol e fogeed i, o they cocur, notat e end of e mondl wlen the Vise Stalement is veceived, e
Llog will e user] o recoucile sggunst e monthly Visa staciment. The Uransaction Lag sl Visa
Staterment st be sigod i dided by the cardbolder and Torwarded with supporting documentstion
tor the authorzed reviewer For appeoyal then signed ad dated. Mainedning a transacion log is a
reequireiment uid notan option, Failure g niuntain a proper irnsaction log may load o ihe
canccllaien of a cardholder’s card.

Effective September 26, 2014: Per the recommendation of the Lemshiive Anditors lor the Siaie of
Mars Ll all approsed hotel bills paid willy the Corporte Parclbasing Carel Tor MS1 enmployces must
nole the wnversity teavel authorzizaten aumber (ELL Y inthe comments seetion of the montlly
ransaction leg, Also all Folios (lwsted billsy rust mdicte the universiy address.
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52

53

1% A Monhly Cardholder Statenwent will be sead by e card weador (o cacl eardhobder alter the cowoli
the 25* day of the month and should be veeeined by the 6 of the Tollowing montle, e cacdhokle is
vespansible Tor reconeiling the monthly Cardholder Staciment to the Tamsaction Tog, attaching all
receipts, sypmg and daung both the Urnsacuon Log wd Mondily Seuement il forviuding the
package w their Authovised Roeviewer by the 10* of the month.

L. Lhe Authorized Resiower st certily the acowmey aod completencss of the Tamsacton Lag ol
Monthly Cardbolder Stncment by siming aed daning theo, Tle siprateee ol e Aothoniecd Reviewer
o the “Pratsaetion Loy verilivs that the applicalidle reeeipts wnoiees aned bank stadcment are altiched
el the acewsey ol e momddy e sgul, ineludingg whether or pot the teasactions are appropmide. e
complete "Uransaction Log shoubd e be e arded te the Purehiase Cand COflice by the 15 of the
month.

CORPORATE PITRCHASING CARD DOCUMENTATION

A Ongnal symatees sequined on s o Log suel bank statcimenn, Moo wened sigiauees, sigaiue
sl ra, oF prosg sigisilures pemsuilod.
13. Documentation s reqmired lor all purebases and eredns, Aceeplable documentation sladl be e

menruecid Corpormte Parehasig Card Cluge Credin slip or one {13 of e lollos g e

1. Demieed sades slip shoswimg the purchiase prace ol the iem
. Tiemviecd packing slip shoss g the purclise price of the itens
3 Tewvized cash regoter coceipl showing the pucelsse prce ol the iem
4. Twemized vepair order showing the purchase prce of the iem

. [ docmmentation s mssing, reasonable atemipts shoukd be nuade o obtiun o copy of e
approprine documensiion lom the seodor refevenced onhe bank staciment.

L} Il a copmy ol anising reecipl et be oblained, paymenl will oeed 6 be oade o the
associted BANNLR aceounk

L. A pavcrn of missing docameiadion will resadt i e loss of Corporale Purchiasing Card
privileges.

AUTHORIZED REVIEWERS

Moathly 1even and approval al the purclasing cand iransactions wee egudeed at the depstiment level. An
Autherired Roviewer perdoms the reviess Unless pror appronad has been obtained Iron die PCPA, Qi
Authornized Reviewer shall be the cardholder’s immediate supervisor. In no case shall the Authonized
Boeviewer be subiordinate o the cardholder, Authoriscd Reviewers are responsible lor reyic g all
transactony to cistire appropriateness ol piehases, compleoeness ol documenation freconciled statement
ard detatfod roceipis) ane signing and cdanin ' the Catdholder ansacton Loy ad Visa stateinenl.

It is the responsibility of the cardholder and Authorized Reviewer to submit a new Cardholder Agreement
and Authorized Reviewer Form immediately when the cardbolder's authonized reviewer changes for any
Ieas0mn.
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RETURNED TRANSACTION LOGS

Eflicient record keeping and atiention (o detail by Cardholder, Account Manager, and Authorized Reviewer
would reduce the occurrence of having a returned transaction log. Transaction Logs can be returned for a
number of reasons once undcr linal review by the Purchase Card Oflice:

C. Missing receipts

D. Unacceplable reccipts (missing detailed information)
E. Abscnce of signatures and dates

F. Incorrcect or missing descriptions

G. Repayment of prohibited purchascs

H. Salcs tax with no comment regarding credit

I.  Loggin»adjustment (unequal log and bank statement)
J. Justilication lor Purchasc
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6132022 12:14.03 PM

MSU PURCHASING CARD TRANSACTION LOG
Cardboldes Name. Punisry Budger /lndex #-
Month/eas: VISA N (lan6 diguts only

ALL COLUMNS MUST BE COMP D

Purchase Refund Description of P
Order Date endor Ammount Sales Tax (If any) (i travel, ncclude TL# and name of Party travelng) Index/Budget  Account
s : |
NOTE: The Activity Log is the key to managing and ling the Purchasing Card Progeam. All purchases and credits must be recotded on the Activity Log. When the Monthly Bank Statement 1s received, each

charge /credit is to be venfied with the Activity Log. The cardholder's immediate supervisor must review the Activity Log and Monthly Bank Statement. To nt this review, the reviewer is to sign and date the Actinity
Log and the Monthly Bank Statement. The original receipts, Activity Log, and Monthly Bank Statement are forwarded to the Agency Fiscal Officer or designee for retention. The Cardholder and Supervisor of approved

designee certfy that the purchases above are: (1) bleanda  riate for the using dep (2) match the ponding VISA and (3) comply with the current MSU and Masyland State purchasing card
gulations, policies, and procedures. Original receipts to d each jon ase attached
DID YOU REMEMBER TO:

a Obtain supervisory approval for all purchases?
b. Auach required documentation? (detailed receipt, packing slip, paid invoice, hote} receipt, internet confirmation order, etc.)
¢ Attach monthly VISA sta ement with the cardholder's signature and manager and/or supenisor's signature)?

Signature

CARDHOLDER Date
Signature

CARDHOLDER'S SUPERVISOR / AUTHORIZED REVIEWER Da Dae
Signature

PCPA REVIEW/APPROVAL D
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DISPUTED TRANSACITONS

Disputed transactions [all into (wo broad categones those resulung from a supplier's refusal to take back a
delective or missshipped item and thase related to discrepancics between the cardholder’s vecords and the

6.1

6.2

6.3

menithily VISA stacmond.

DISPUTES WITH VENDORS

[ you Tivee a problent involviog a dispute with aovendor (suelas delective tems or you are claiming that an
iteny wins 0ol ordered sl the suppher cliomine Ui 0w, every ellor shonld be made 1o resohe the
problem divectly with the vendor, e wesehuion i be nmde swih the vendor, eonmet US Bank-

Cindbolder Customer Service Cemter o (800) 344-5696.
DISPUTE

Any nem b appears on the monthty Visa sudement Tiome US Bank neo e disputed prosideed by
dsputed tansacton is reported w 1S Bank. Dispules need to e addressed with TS Bank belore G0 iy
ol the disputed stcment. “These toms nst sl appear nothe ansacion oy with deseniption klennilying

iLas # dhisputed en. (EXHIBIT 1)
RESOLUTICN

Dunng TS Bank’s investigation the Purchasing Card account in guestion will uot be required to pay the
disputed woeunt, When the investigntion is complete you will he notilied of the resolaiion and the account
credined, I approprinte.

LOST OR STOLEN CARDS

Ta report a loststolen card call US Bank (B00} 3445696 inuncdineh . 1 the vard s lost your sccount will

b closed ad anew accounl will e opencd.

Il the cardd 13 stolen, or your account mmmber is compromiscd {purchases made Iy sormeone ather than O
eartdholder) peram the Tollowing:

Praccdures lor stolen cards or compromised account iunmilbers:

L. Report e stolen eared wthe b s (RO0) 345606,
2. Report the stoben ciud to the PCPA.
3. Liepending on the locanon o the thelt, contwl cither the local or campus police ane I ot a

police repor,

1, Your new cacd wall be sead lo Bear Mecossiy Carel Oitice, nomially within 3 Business dag s, Puseluec
Cowel Oilice will send o an entl as well as ealling w let you know the card has armised, Hyour
arcomil tmber was compronused snd you sill have your card, you must tam i o the Porelise
Carel Odlice when you pick up your new canl.
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8.1

RECORD RETENTION

T wchon Laoggs, recets el stadeenenls are w e velaiaed Tar £33 years adler I eal year end or undl aodited,
wiless instructed vibervise Iy the assoviated geant or conteacl, Beeonds shonbl by ket secure b
Cardholder’s Department or Dep ental Avelives that can be: reanlily accessel,

REVIEWS/A TITS

In addition to the monthly reviews by the Authonzed Reviewers, reviews of each cardholder's records (.
Cardholder Pmusaction Log, seecipts, and reconeiled staeients} will be perlormed Iy savious auditors.
Audis imay be condueted by any or all ol the entities thia cuarrently perlorn stel Ginetions o behall of the
Ui ersiy, Siae of Meaeyloud andd dwe Fodeml Govertament.

The purpose ol those reviews iy to ensire complinnee with all of the guidelines, policies, aond procedures

e ning s progran, These oidolings ave deris e Froon the State ol Man baed, the. anversiny, anl T 5
I3ank.

A Cardholder's credit card account will be reviewed every & months for actvity by the PCPA. Cards ne longer
i use o3 where no purchasin e activity hias been reeorded Tor ihe G-month period ot justily 1o the PCPRA wily
they sull need o canl, INhie cardliokler no lenger has a need for the card or can’tjus * keepring the cand,
they'll be asked to tum their eard inle he Pavelise Cave Ollice 5o the cand can be canceled sand the accoanl
closed. (51 LXHIBIL ¢

QUESTIONABLE PURCHASES

Questionable purchases: purchases from cerain merchant codes that are deemed susceptible to misuse

Crenernl Accoudin - Division (GAD) Roviews lor questionable pueclhases ou o montlly basis. GALY wses data
provided by the cared sendor w ancapt 1o identily epestionable purehises. GADY requives MST 1o investigaie
such pureleases and provide assurmnee ting these purelinses were proper. IFyour prelise appons on the
guestionable paetas report yon will reeeive an cmail from the PCPA, - Elizabeth Rapsom royue sting
mlenngatenn 1o bo formarded to the State Ageney . Fanadl swill slate:

FEach month the State of Maryland provides a hist of questionable purchascs to Morgan Sate University.
Attached is the purchase that was made by you using the umiversity purchaging card for the month of
. Please provide a written justification (via email) for the feem(s) Hsted by no Liter than
. The iformation provided will be seot back to the State of Maryland General
Accounting Drasion and the Ofice of kegslztive Avditors. Flease no more than three senienres.
Thaok you in advance for your cooperation,

9. CORPORATEF CHASING CARD ABUSE

A Iy eonpelesy e atasees the Corparale Purelisngg Card privileges or the provisions ol the Carpovate
e hasing Canl aprocineut, the caned toay Lie Torleeel and canceled aoel the cngployee sibgect e
disciplinary actiou up 1o the and ineloding dismissal.

13. In aedelitiony ter the sanctions descvibeel e thig prc.‘n:ding |J;||':1;;l':1[1h, the siate reserves e |'ig|'|l to reler

instanees of abuse (hat violate other stiues to the apprepnare ey enloreement agency.

Fage
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The state reserves the right to collect from the employcc the cost of any purchases that do not further the

business of the state. The collection may be accomplished through payroll deduction or any other
collection process.

D. Report Fraud, Waste and Abusc (o the Ollice of Legislative Audits

1. By telephone 24 hours a day by calling- 800- 344- 5696
2. By the internet 2 1 hours a day www.ola.state.md.us
HELPFUL HINTS

10.1 FREQUENTLY ASKED QUESTIONS

A list of [requently asked questions (FAQs) and the answers to those questions arc included in this guide-
scc EXHIBIT H

10.2 PURCHASE CARD RESTRICTIONS

A list of Purchase Card Restrictions is included in this guide scec EXHIBIT G. The provided list is not all-
inclusive and is subject to change. Updates on restrictions are provided through university email via MSU

ANNOUNCEMENTS.
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EXHIBI'
CO MERCIAL CARD CLAI S
STATEMENT OF DISPUTED ITEM

US Bank — Commercial Card Services Operations Instructions: Please make a good faith attempt to
resolve a claim for purchases directly with the merchant. If assistance from the bank is required, please
complete this form and fax it to the number printed below with required enclosures within 30 days from the
end of the billing period in which the charge appeared.

State Of Maryland

Disputed Item Form
Fax to USBank Dispute Team at 866-229-9625

Company Name:
Account Number:
Cardholder Name:

This Charge appeared on my statement, billing close date:
Transaction Date:

Reference Number:

Merchant Name Location:

Disputed
Posted Amount: Amount:

[Cardsoldar Signanurst i Ders] 4 Fanoe umbes]

Plzase Check Chaby One

U nawthorixed Tramsaction: [ did not authorize, nor did I authorize anyone else to engage in this
tresacskan b s or services represented the above charge were received by me or anyone |
astharzed. Mv LS Bank card was in my possession at the time of the transaction.

Charge Amount Does Not Agree With Order Authorizing the Charge: The amount entered on the
szles slip was increased from $
Ta$ . I have enclosed a copy of the unaltered sales slip.
¥erchandise or Services Not Received: [ have not received the merchandise or services represented by the
abowe transaction. The expected delivery of services was . (Please describe your efforts to
mezolve this matter with the merchant, the date(s) you contacted them a their response.)

Defective or Wrong Merchandise: [ returned the merchandise on because it was (check
ane):

defective- wrong size; wrong color; wrong quantity.

i Please describe your efforts to resolve this matter with the merchant, the date(s) you contacted them,
<heir response and proof of the return of merchandise. Please provide a detailed description of the
wrong or defective nature of the merchandise.)

Recurring Charges After Cancellation:

Bzze |



10.

[1.

12.

Oin {date}, ] norified the merchani 1o cancel the monthlyiyearly agreement. Since (hen my
Bank account has been charged time(s}). {Pleass enclose a copy of the merchant™s confirmacion of
your cancellation request_}

Recurring Charges Already Paid by Other Means: | already paid for the goods and'or services
represented by the above charge by means oth than my US Bank account. (Please provide a copy of the
front and back om the cancelled check. money order, cash receipt, credit card satement, other
documentatoz as proof of purchase payment. Describe your efforts 1o eesolve this matter directly with the
merchant, the date{s) vou contact them, and their response.}

Credit Appears as a Charge: The enclesed Credit Vouches appeared as a charge on my US Bank
Commergial Card account.

Credit From Merchant Not Received: 1 did aot receive credit for the enclosed Credit Youcher withine 30
calendar days from the date it was issued to me by the merchant shown above. (Please describe your efforis
10 resolve this matter with the merchant the date{s) you contacted them and the Response. Provide a
detanled statement explaming your reasen(s} for disputing ihis chazge. )

Hotel Reservation Cancelled: 1 made a reservation with the above hotel which 1 later cancelled on
(date] at (time). | received a cancellation number . [Please
describe how the reservation was cancelled, proof of cancellation and attempts resolve this issue with the
merchant.
I was not given a cancellation number.
I was not told at the time that I made the reservation that my account woubd be charged for a “Wo
Show™,
I was notinformed of the cancellation policy.
Double or Muliiple Charges:
My LIS Bank card Account has been double charged. The valid charge appeared on {date}.
Duplicate charge(s) appeared on )

Do Mot Recall the Transactinn:

The statement has an inadequate description of the charge. Please supply supporiing documentalion.
Oiher; Above Descriptions Do Not Apply: Please attach a detailed letter explaining the reason for your
dispute and your aftemgts to resolve issue with the merchant
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EXHIBIT ¥

Frequently Asked Questions (FAQs)

The Tollowing is a st ol questions e corresponding aears tat nay helyp o Bimher explain the
prrrehasivg eard progeam. Wy ou lus e any guestions, please leel free o vontacel Elizabeth Ransom o {4 13)
BR.- Loy,

Q' Whatis the purposc of the purchasing ~~ #

A Tor imprene the purchiasin process By streanlining soall doblae pocelases vl inereasing elliciency m
order wo gt the hostvalue fon the nisersay. e Fagest benelit s e the Puarebasing Casdholder i nme
s aneel Jlesability,

Q: : . ,

A ‘What should I do if one of my suppliers does not accept Visap
Froel anesthen supplicy thad prosslos e product o services rorguacedl Thive the supph y contae
Ilizabeth Ranscr al £ 119) 88, 1,

Q).  Can somconc other than the cardholder make purchases on the hasing Card?

A Mo Lhe provelusin caesls ave aodivrlually Beld, contedly Billed, U s of the parehasing ead s

prolubicd by anyone other than e cardholder, Remember, the cardholder is vesponsible for the
clur on on lis Twee cand,

At the department level, who is invalved in the purchasing card process?

There e several roles at e tli.:]?:—l.l'lt'lll.'-l'll levell 11w :Icp;mnwnl bl aippronves earclholder R R RIS
Al any Tisancial elumges associted witl the puechasin cad, The candholder is responsible for makingg
prreleses el conpleting requised documemation. The autlorized reviewer is respousible for
vesdewing thie appropeideness o the clie oy ancd cosuniog proper docimentation s receisad Tvons the
vardhioleles,

>

Wit are the candholder's responsibilides?

The cardbelder is vesponsihl Lor

- viaking only anthoreeed purclises

- Ot scdetniled receipst lor cacle purehase

- Completing the tmnsaction log  th a bnef desenption justifying the purchase
Reconeling the enotithly b isastate nsent

>0

. Resolving ay diserepaneices
. Fassurig vierdits o reeeved
St sund dating thae Log
. Passin e paperwork 10 assigned Arlionzed Reviewer lor approval

What arc the Authorized Reviewer's responsibilitics?

Authotized Reviewers are requived o ensare Ui elarges are authornzed, within MS - Purehasiog Card
policy and procedures, and appropriaely documented, The Authorized Reviewer is the candholder's
imanediale supervisor or sommeone within the cardholder's chan of co andl. An Authonzed Reviewer
may not revicw his/her own transactions, "1l Anthorized Reviewer signs wnd dates the monthly
tnsaction Jow and snootlity baok statcment for all cirdholders Tor whenn they review certilying all
teansac lions e swthorized and that poliey aned procedores bave been followed,

=L
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What reviews/controls are in place 10 protect the University from fraudulent charges?

Several conlrols are s place Toe this purpose. Cardholders sign s cardlbiokler agreeoment, approved by the
cdepartinent liead, aud atfend a comprebensive taining session prior i reeciving a purchasing card.
Trsactions are posieel m BANNER 1-Card for review by the cacdholder and reallocaior. e
cardlbalder s assigneed sy Awthonized Reviewer whee is responsible (or ensuring clorges are sthortzed
atud polivy acel proceduses are Tollowed - e review process is erdeal in the prevenaon of Teaed, The
Purchasing Card Progrun Administralor and the Comptroller's Office receive an automated tmausaction
eletl daily,

Are there restrictions associated with the purchasing card? (EXHIBIT G)

Yos, These restrictions aee detailed ot Thser's Conide aned highlighted during Qe prorehasing cad
s session. Restrictions are calegovizgd as 1) resteieicd at point of sale and 2 eesteieted af other
il prodnt of sale.

1. FPoint ol Sale Restriclions = tsusaction will not s twou W tdechng):
- Laveeds stogle purelhsee it
« Eaweeds wonddily ceedit linut
o Tevel clirges Gorlines, maons, inn el apencies, restnrnts)
- Liguor stores (paekagee stores)
- Ladertainent
o Cashosghvimees (A TM niae bines}
« Soine persouad services {photggraphic swdios)

4o Onher than at Point ol Sale - transaction mey go through but violates Loy, policy or procedures and

should therelore v be made:

- Torsomal purelases

- Aleahol

- {ifts of sendiment {cxamples: lowers for Prolossional Adintiustrative Assistand’s Day -
tormerly Sccrctary’s Day, retirements, birthdays)

- Poreliases delivered to Non- - miversity suldicsses

- Oflee Tumitare porelises anless aowaser 15 reccived Iy Ofliice ol Procorement Seovices Trom
My el Comrection Entcrprises (Qovmally State Thse Tadusiees)

- Maodificaions o butlding stmetes (ineelooieal, elecioeal or lile salety sysiems). Coniat
Faealities Mansgemcat Lor eloifieation

- Parchises that ieolve signinge of an agrecment, license o connmaet (send the doonment ws the
Purehasig Cand Progmam Admdstrator Tor review)

- Sphicg of purehases 1o avoxl the $5,000 compeleon requirement.

Can the Purchasing Card be naed for tavel?
Nen The purchasing canl cannot be wsed lor vavel. Congt the Compiroller's Ollice, Uravel

Coorgddingior ag 143-B85-30 15

Can I put hotel charges on my purchasing card?

Yos, youn ean pay Tor Lodging, No room service or extrmeuerienlar charges allinved,

Can personal purchases be made with the cand?

Nen, Persoual purchases cannol e made with s card. Keep yonr personal eredin eawed poreliases and
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the purelisin el completely separate,

What ido [ doof | aceidentally make a personal charge on my card?

Notify your Antherized Beviewer of the mistake, Attermpt to i the clsege veversed fovedived) ot
M cad o cound, I5the vendor wall oot coopemie, ombe a payment ad the cashicrs ollice, Phce s o
ol the payment slip indicadin reimborsement for nansaction a o willy the supporting doecmnentation
with the ans o lug,

What do I do if T accidentally make a vestricted charge on my cand?
Countint the Purelygeiog Cad Progratn Adieiisteator Tor seivice as Uiy s decided on aocise-ln-case
basis,

Whao pays the monthly Visa hill and how will it be pad?

The Seue pays Visa aotomatieadly, The WUiiversity i asse need then pontion of the rhaeges, whicrl ace
disinbut d el coonteally o thwe selividdual cudhelders by e OMe ol e Conmptrotler and rellectod on
the e Laalt acvomni assigned to the e,

How is the punchaszing card transarfions posted to the proper University account

A detimde aecornu, QU950 Tor credin ear] porcloses, wosspoed o cach pclosing. careds AL purebises
e claoped o this account and amy be clecteaucally reallociaded by e cindholdet o designated
reallocator pror 1o the clurges beings postod.

What should I do if T am unable to obtain a receipt?

Document te prcelssse sirl the coiecunmstaness il prevented obtaoiog oorecapt. aimdain 1his
documentation moyour departioental files, Lost or anobfanble rececipts must be repaied (o
unnerstly account,

Will I mecive a mouthly Visa statemoent?
You, A monthly statemnent iy sent o the cardhoelder at their Uwversity addreess wiless there aren'™t any
Iransacions doving the month,

Will I teceave a Visa staazament if 1 don't have tansactions during a billing period?
Mfvow You will onby eeene a YVisa statcicot lor the balling penods i shiels you make parchsses, 1 you
don't have any transactdons m any gven billing cyele, please nole 11 and place in hile for andn, purposes.

Will my personal evedit history be reviewed if 1 apply for a purchasing card?

NH. VM [ I"Hilll:-'ll t'I'L{]il \H]I Ll IH..‘ e il.‘\“.‘ﬂl.. 1 'l'.'i“ il I.“L‘ i-l.ﬂli.‘{'li.'il.

What happens if T leave the University?
Tl eandhokler s vesponsihle e bring the card Back o Poehase Cared el tarblug it inoor
shredibing i, Ouoee renmned the cacd will he canceled o the Baks sy e,

What do I do if I change departmentsi

You stll need i eaneel yowr eare (see ansuer o the gueeston alwve). You will need o complew aonen
cardbnlder o veement and obtain approval froam the departioeant bead ol your nen employ 1o obitain a
pureliing carel witon (he new department. Yo will ior be reguired e antend smining again.
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‘What is the masimuem limie I can charge to the purchasing card P

The it o sl can be elarged per trosaction s 85,0000 Flowever, depending an how your
deprtinent head set up your aceonnt, the amount could be less. Your departinent hiead also dewermines
the menthly credit himi assimed 0 your cardd; it 1s denificd on yvour candholder agreemeni.

What if [ need a higher monthly credit limit for my departmental purnchasese

A Change Request Torm must be completed and signed by all appropniae paries and sulaitied w the
Purelise G office. The fimal decision on the monuhily evedil Tiomil assignae] rest seith (e Pressorennezu
Card Progersun Adhinuistengor.

Can [ use the purchasing card to make Internet purchases?

Yeou b make surve yonw ave i a0 secneed site. Ome mihicalion that @ sile 15 scemnad s that an “s™ appears
after Littp in the vendor's URL {L.e. hips:/www.}, another is that a “lock” symbol appears in the hallom
leln Bictued corer ol 1he webaie, Most seerged sites ]JI:I{'{.‘. aneticertgn! on e sile.

What happens when my card expires?

Cards are active Lor Biosycars Trom the date ol cecation, Lache card bas s esprnation date adeniilwd 1
acnth wil yer 01 OF Lor Jamany ol 20073 primted e the e Tl caed expngs a the cndd ol the
month, Two secks prior w the eappaiion date e Dok will s o oew cad sosl seod i to the
Pueelising Card Prograon Adismstior wle will w tom aotly sou thal sour iew cared is aaalabile, e
cardholder st requireed e do argtldn o penesie e new eard; 1005 a0 ationmtic precess,

What sheuld I do if my card is declined at the point of sale?

Yo have a couplic options. You may contact the bank’s customer service department at -

ROO - 344 5090, pive the custner servace wepeseitatine your account uamber, the name of the vendor
andd the amenmt of e transietions el weas declined. The represeotaiive will e alde w wll you why the
charge was nol accepled. I the wenson lor die decling is the Merelmne Cregon Code (MO, rpgandless
ol lonmation provided Iy Custonaer Seeviee, he nierelsud can'l be unblocked. MCC's ave blocked by

the State Comptroller's Ollice and they will not unblock them.

Under what circumstances my card might be declined?
Your caced miy be declined beciwse:
* Yo Lave excecded yonr single purchaese o menthly oredin L
o Tl vendor Yol are using 35 cestoicted Do use by its " Merchanl Cadegory Code (M),
= T bank las ascounty concen due o oa use paltem (e, 1 you haven’l used the card ina
long ume). A “lraud alert” may be placed en your card and cannet be removed unll the bank
15 sallsfieel daan o ave the cardbolder aoed alb rsietions sie anthorzcd

‘What do I do if I don’t recognize a charge made on my card?

You may contact the bank’s customer service department to get more information about the vendor who
charged your account. Contact the vendor to get the charge credited. If the vendor is non-coopceratine,
dispute the charge with the bank.
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What do I do if my purchasing card is lost or stolen?
Contact the bank immediatcly, presently US Bank at -800 - 344 - 5696; this number is available 24

houts a day, 7 days a week. Then contact the purchasing card office at EXT 4565

> o

Is there a minimum amount of times I must use my card.
Yes. You must use your card at least once within a sixth month period. Cardholders will be contacted

> O

and must usc then card or the card will be canceled.

Have more questions?
e 1y eone

Purchasing Card Frogram Manager
Llisabeth Ransom she hord

{113 B a6

Elizabeth, Ransom®morgan.edu

Admini ve Assistant
Tye Virson (she hced

Tyree. Vinson@morgan.cdu

Program Specialist
Iajha Matthews {she hier)

Iajha.  athews@morgan.cdo
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EXHIHIT (>
Morgan State University

Purchase Card Restrictions
Mot Adl=Tticlvsive

1. FOOI) RESTRICTIONS
[.1. Restammnis
L2, Food or Fowd serviee
Lo Moeads
1.1, Rooms Sciviee
1A, Dvinking Estublisluocols Gfeealodie beversges)
L0 Wars, Uinerns, Cockil lonnges, Nighicluhs, Package Stores-beer, Wine, aned Liguor

State funds can be used to purchase for officially sanctioned student activitics oaly. However, food may be
purchased ifallocated to agency fo grant funds if the contract specifically seates that food can be purchased
vwatli such fuds,

2. TRAVEL RESTRICTIONS
20, Adrdine or Train Tickes or more imformaton oontact the Comprroffer’s Office)
2.4, Chook Bayg Feo (incfuded i vour coverage wath Globetrotter (frived Agent))
2.3 Teavel hiswsuwe (Cnfy hotof s car setal taxves can be charged)
RA. Gas (ouddy pernitted for rentad velucles)
2.9, "No Show™ Fees for hotel rooms

In-Srare hotele should not be reserved for employees; but only out-ol-town guest visiting the nniversity.

4. COMMUNICATION RESTRICTTONS
A 1. Cell plone or eell phone services (purcfiases of phone or senaces showld be processed through
Telfeconunucations)
3.2, Coll phone scecssores Tor non-ssuod university plones
3.8, 1Pads (purchases shevdd be processed deough Toleconuminaeations)
dol Phome Carls
A5 Aar Cands
3.0. Cable and Tiaernet Senices @rofef charges are permitred)
3.7, Postige Stung
A8 Fodls or postal seinices freguests should be processed thiroughh University Post Offies)

4. GIFT RESTRICTIONS
L. Gills of sentiments (e Fowers, got woff cands, birtfelay cards)
L2 Holuly Greetin e Cuds
L3, Decorations
L b Golis, CGaft Contlientes, Gill Cards fouwrchase of any casfr ke mstrumment are sterctly profufrteof
L4 Prises
1.0, Dencions Caontnbations
4.7. Prditieal Conleibulions
4.8, Honoria
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5. OFFICE/WORK ENVIRONMENT RESTRICTIONS

A1 Lanand hewers flemperature control issues must be address wath Physical Plane Depe )
- Porsonal/Ofhee relrigeritors

- Colles makers

. Wipes iplone and eomputer wipes are pertitted)

. Clemning produoets

. Poersonal issucs

 Sanitany vaphiog

- Bueak Roon supplics (Paper towels, plates, cups, Hatware)

- Henal sounitieesrs

Mrenines

-l it
PR

W
—

N

=
RN

P

v
-
-

r

=W T
— o DE o~
—
=

Ttemns not directly related to the eficiency of your work dutics shouwld pot be purchased,

. AMUSEMENT/ENTERTAINMENT RESTRICTIONS
G. L. Paaties (farcwvedf partres, stalf morade, socrd gathorias)
.2, Mo

2% Ganthling

1,1, Croll Boesors

.5 Anwsement Parks

.6, Recrealion Senvces

. FINANCIAL RESTRICTIONS

7.1, 5plit Purclases specdfrcally bamed in OOMAR 21,05,.07.04)

7.2, Cash Advauees

7.8 Tihon

7.1 Fines sl Ponaltics

7.5 Towing

7.6, Ciations fspeeding, parkiig, o)

7.7, Sales Uy = Tax Exemption #30002563
Adl st snd many ow-olsiage senndors honor this exepion, Irequiced by scwcdor a copy of the
wmersily ks cwemiption Centilieate nug be prosided by cantact the Ollice of Procuenwen,

PERSONAL SERVICE RESTRICTTONS

.1 Barber shops Bowty Sdons

8.2, Minors Mowv iy Laponses

8.3, 1y Clesmers sl Loy Senvices (udess specifically penmitied by pro J

. ADDITIONAL RESTRICTIONS

1. F arms and ammounition
0.2, Contracted Services

Salaries aned wages should not be praid using cael unless through Tempory Salling Ageney fsee fffec

of Human Hesonrees for further dlegafs)
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EXHIBIT H

Purchasing Card
Conscquences for Fabure to Comply

e Tellownng actions are potential areas of nsk and therclore deparment reviewers shiould be speciticadly looking
lor comphanee m the actions isted weithis docoment. When i appeas cardholiders nuy hae ailed 1@ he in
vennplimniee witl the sad actions, the reviewer will eontact the Pocelusing Carvd Progeam Olhee. Ad this poi, the
Purchase Card Oflice will deternune whether the coslhobder Bas Guled 1o comply aad will iinate the appropriate
wction,

Fajlure to Submit Transaction Log Reviewed by Authorized Reviewer

Cardholdlers are required w nemann s memhly iwansaenen bog recording cach purchase or credit made during
cach lilling eyele. The mmnsaetion log mus be eeonciled against the Visa Statement from US Bank 10 of the
el s Bentn the trnsaetion Loy and visa statciment signed o1 1w the cardholder and the authonized reviewer.
U e cavelluelder Guls ro suban a signed el daed iransaciion log, the lollowing will apply:

»  urchase Card will be wemporanly suspendedd; uotilication of suspension will be sent via email.
» Cardbolder's supervisor must submit request for reactivation to PCPA

® ranties uneder Acaudernie alfairs st have saddeditionad approval from Provost to be reactivated.
¥ Beactivation can Ghe up o 48 hours

Fai .
Cardholder's are required to keep complele documentation Lo support what they have purchased, This may
mchude a cash regider reegipl, or nemnzed sales ship, o praod ol deliverny slip o guote as long o the price and
Bist ol wens purclased s posicd on e seceipt. Thibe Carvdhiolder i3 not in complianes with this polics, the
Tolleowving will oeewn:

F Cadholder must make repayment o BANNLER aceount aod attch cepay ment receigst W Innsaction log
for prurvhiage.

Purchasing Prohibited Goods or Services

During the mandateny purclumsing eard adning, the Cardholders lean du the Stade of Moo Lol vesteacts
cardbakders from purchasing certin gooes services, Examples of these RKinds of products sy dnelude personid
purehases, dowalions, cash advances, cadered paries (holiday, morale, etvement, awards), Timinure, bolicdag
cardds gilis, relirement gilts, awauds, pueclsses of sentuments, ph-cards, anvel related expenses oaeept eonlerenee
regishmtions, [mper praducts , ntensils or lood accompamments Tk cups, collee, sugar, plades, tea, naphins,
sibemre, presotial hygicue items or over the counter imedications,

s st 1 e an all-inchesive hst bt s cepresentative 1o the kind of wems we genemlly see. Cardhalders who
purchase prohibied  ood  serviees will bBe requiced 1o innnediately reimaburse the Uniiversit for e o base.

If you have any questions about buying a product with the card, pleasc call our oflice and we will assist you.
Cardholders who fail to follow policy will {ind the following actions to occur:

» Cardholder must make repayment to BANNER account and attach repayment reccipt to transaction log
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for purchasc.
Purchasing Gift Cards
The State of Maryland forbids the purchasing of gift cards using the State’s Purchase Card. If someone needs to
purchase gift cards they need to contact the Comptroller’s Office. If we find a cardholder purchased a gift card
with their Purchase Card account the following will apply:

» Cardholder must make repayment to BANNLR account and attach repayment receipt to transaction log
for purchase.

»  Card will be suspended for to days for I occurrence.

»  Card will be suspended for 90 days for 2 occurrence.

» Card privile es will be teminated on 3 occurrence for non-compliance.

Splitting Punchases
Splintiez a parcbass 12 vkl 2 <agie eachase imit and obtaining compctition for transactions c\cceding
a5 prelatared Dl Teth e s ol seal T cardholdars found splitting purcha s

= Wnronvanzrg i Cacllakler cogseil 1o supenvisor and internal auditors
# 1'assihke icnnmeznocal Panchasie Cand

Fihire 40 Secore Ponchasivg Card and'or Activiiy Loes
Tl =zl s canl rndser anl e 1mansacsoan log Scbang Lo e Sizze of San bual and w2 Qieeieloce oo ko in
a kT = e cnnd wdemizatiz: romzas conldennl, edn kluzls w20 soprove or boep cand ks Gor dsc o

or Department shouald be gneen access o the cand’s Bies. Fahiee - securs the caod will resaltic dwe followamz:

* Wi vanas 1o Candhioid
#  Tomuzaizon el Puoribasicg Canl

Loaning the Card or Card  wmnder b Others for Transaction Purposes

Canlledilers an: respoirapk lor rrszgcs an e card unless those charges were fraudulent, or charges were
sonkd aller 1l cand wwas Iest or alen. €hiwer Employces in the Department are prohibited from taking your
var:l azel g 5 o maks puncliss Falne o comply will result in the lollowing:

# Tomaoweon sl Pumiasn: € axl

Merchandise Delivered to an Off-Campus Location

Cardholders are mstructed (o verily the delivery address is an on-campus address. Purchases delivered o an olf-
campus address may happen very inlrequently but the cardholder must document and have available the back-
up that shows why the purchasc was madc to an off~campus address. This should never be a personal or home
address. Il the cardholder can’t substantalc the rcasons why the item had to go to an ofl- campus address, the
cardholder will be subjeet to the following:

» Wrilten wamin to Cardholder
» Card privileges will be suspended for 30 days
» Termination of Purchasing Card
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Paymg Marytarsd Stale Sales Tax m Frmoc

Proclasng carl irmisactoms arc caocne Zroen ManZand stie sabes av clacges cosbess ilwe 1o s 2oisg oo Skip
o aidress suskle of Slan laad. O dwe e i= gong 1oz aklncss edlzer thar: Mar buel Ok

randivabklor vall nees Can likeh wweur sabcs s cleraes. The cardlwider il Fan e eackesoninae ihic
renirremenis for peviig sabos taves ool stEes 25 o eocare

Carc ludibers ey Lol Ayede anel D] hane aclilead sados e 1o b oebers. O e candlactder fukls oo salkes as
wss clargn] on Uw oncer e cendloobder muet concl Ce cemlor lora ieload. Ta erder cang s roerect.
wristcs [or ppls anc Deilize ilie akleccsos el Lebea.

Hizvmz ran Appde Tee e Lizemsine- gaeo hp://www.mececcdu.org
Bz fram el Tec il Trnacosils —ga e hitp://www.meec-cdu.org

For a copr of the 2r et certificas- contr (e of Procrerement at AR 3073
Cartlmbklers whin 2ol svaldoess e sefes o clangs il e lacoclmh il sl acsians:

* Wi wnmeler v Canloekker e acquirs ehoml ar miase repanmen
P Posable wngqecar suspeosice uelil covreriion = e e
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