P-card Changes Webinar
1. Several of my agency's p-cards expired on June 30. I have already distributed the re-newed cards to the appropriate users. Should these users undergo a credit check?
Yes, O.C.G.A. §50-5-83(b) (12) requires credit checks on all employees issued a purchasing card after July 1, 2008.
2. What are we looking for on a credit check that would prohibit an employee from having a p card?
The credit check requirement was added to policy based on the passage of HB 1113. Agencies are to refer to their in-house HR and legal teams for guidance on how to interpret this law.

3. With Credit Checks - does a credit check apply to renewal cards and/or the reissue of cards that are reissued (fraud, lost etc...)
According to our legal personnel, O.C.G.A. 50-5-83(b)(12) requires a credit check for all employees issued a P-card after July 1, 2008, so credit checks are required for new cardholders who are issued cards after July 1 and existing cardholders who are issued new cards after July 1. The checks would not apply to replacement cards due to lost or stolen cards as the replacement card should expire at the same time as the original card. A credit check would be required when a new card is issued based on an expired card.
4. I received word from Joe Kim that credit checks are only required once per employee, not at each renewal. 
Correct, credit checks need only be conducted once prior to the issue of a new card or the first issue of a new card after the initial card’s expiration date following July 1, 2008. 

5. Please clarify. Are current employees who have a card going to have to go through a credit check prior to renewal?
Yes, the Policy and O.C.G.A. §50-5-83(b) (12) require credit checks on all employees issued a purchasing card after July 1, 2008.

6. What if your agency requires credit check and background check when you are hired on, do you still have to do an additional credit check.
If an employee has a background check when hired, the statute does not require a new background check when the P-Card expires. 
7. How can we set up requirement for credit checks effective July 1 when the policy is still being looked at?
The credit checks are required by both HB 1113 and the State Policy. We are seeking additional guidance with regard to sources for conducting and possibly clarification on the results of a credit check. Currently, we are referring entities to their HR and Legal resources to determine how they will interpret and adhere to the law. 
8. Please define "Independent Audit". 
This refers to an audit completed y someone other than the cardholder and immediate approver. The audit may be completed by the program administrator or other third party. 
9. What range is considered appropriate for the # of cardholders under one supervisor? 
That needs to be determined by the agency or entity, but the idea is that the number of cardholders should not present issues related to the ability of the supervisor to conduct their responsibilities under the policy. Keep in mind that the Policy now states that “Supervisors or other approving officials who knowingly, or through willful neglect, approve personal or fraudulent purchases are subject to the same disciplinary actions as cardholders.” 

10. Will we still need to seek approval from the State for the temporary opening of a blocked MCC code?
Yes.
11. Please explain Sole Source/Sole Brand purchases above $5000 with P-Card. Should it not be posted on the GPR per instructions from the Purchasing Manual?
Sole Source/Sole Brand purchases are allowed on the Purchasing Card. As stated in the policy, Sole Source/Sole Brand guidelines can be found in the Georgia Procurement Manual (GPM). According to the GPM, “Agencies must publish all Sole Source procurements $5,000.00 and over to the Georgia Procurement Registry for a minimum of three (3) business days.” Sole Brand purchases do not require publishing on the GPR, according to the GPM. Both Sole Source and Sol Brand purchases require forms to be completed and attached to the P-card transaction log and/or monthly billing statement as documentation for the transaction(s). 

12. What is the best way to determine when individual cards will expire? Is there a way to do this in WORKS?
Yes, reporting is available in WORKS that includes card expiration dates. Contact WORKS customer Service at services@works.com to request this report. 
13. We have in the pass accepted payment refunds back to our school for accidental purchases, or had the cardholder to contact the vendor to return the credit back to their card. As well as type a memo stating how & why the mistake was made. Is there any room for mistakes made by the cardholder now?
Yes, we realize mistakes will happen and charges may be made on the card erroneously. Obviously, these mistakes should be rare and should not reoccur on the same cardholder’s account. Purchases that are identified immediately and documented, as well as paid for by the cardholder should be reviewed on a case-by-case basis. Multiple occurrences should be brought to the attention of the State Cards Program Manager for review. Repeated incidents could lead to the revocation of the user’s card. Obviously, intentional misuse of the card will not be tolerated and has been addressed in the new policy as well as HB 1113.

14. Can you clarify the definition for full-time employee?
Purchasing Cards are to be issued to permanent, fully benefitted state employees only. Part-time permanent employees eligible for benefits are eligible for Purchasing Cards. Cards shall not be issued to temporary workers, or contractors. Cards will not be issued to employees of foundations associated with any entity. 

15. There is a question among the colleges as to whether airline taxes are allowed or not allowed. It appears that conflicting answers from DOAS have occurred. May we have a directive? 
Tax on airline tickets is allowed. 

16. Please define unauthorized purchases. Is this any purchase that is made intentionally or unintentionally and defined as prohibited? 
Unauthorized purchases (defined as “prohibited” purchases in the Policy) are very simply, any purchase not allowed under the policy. In some cases approvals can be obtained using the procedures outlined in the policy, but unauthorized purchases are strictly prohibited by State policy.

17. Who should the special approval form be emailed to? I sent to email address listed on the form. Was that correct? 
For proper handling and tracking as well as timely response, the SPD-PC003 - Purchasing Card Special Approval Request should always be sent to the e-mail address on the form. The e-mail address has been updated since the Webinar illustrating the importance of always obtaining the current form from the Purchasing Card website and following the instructions on the form precisely. Failure to do so may result in non-receipt of the form or a delay in response. 

18. When can we expect the Special Approval forms to be returned? 
Every attempt is made to return the Special Approval Request forms the same day they are received. Forms received late in the day may result in a response the following business day. We have recently changed the process for working the requests and added approval delegation which should improve the response time. “Rush” requests should be avoided; however, under certain circumstances and at the discretion of the State Cards Program Manager, every effort will be made to respond as quickly as possible to rush requests. 
19. Can you briefly go over when the Approval Request Form SPD-PC003 is needed?
As outlined on the form itself, the SPD-PC003 - Purchasing Card Special Approval Request is required when exceptions to the State policy are required. Reasons for this include:

· Creation of a new MCC (Merchant Category Code) group

· Activation of a blocked MCC

· Creation and activation of an MCC group

· Approval to exceed a cycle limit of $10,000

· Approval to exceed a single transaction limit of $5,000

· Other exceptions to State policy, including:

· Approval for fleet repair or maintenance

· Purchase of food (other than policy approved)

· Purchase of other goods or services prohibited by policy

· Other policy exceptions
20. For home offices we have been faxing P-card expense forms to HQ. Since original signatures are now required, will we have to snail mail original invoices and the transaction log forms with original signatures to our agency HQ?
Your entity’s policy can address this; however, forms with original signatures should be maintained for audit purposes. In other words, an audit response should include the original form signed by the cardholder as well as the faxed form signed by the approving person.
21. Are technical schools required to obtain special permission for resale items for their bookstores?
No, purchases adhering to the State policy (with regard to spending limits, etc.) can be made for items to be sold in bookstores including snack food items, drinks, etc. 

22. Will a monthly payment of utility bills on the P-card be considered a mandatory source or sole source? And will an approval be needed if these payments exceed the $5000 limits.

No, utility bill payments do not require handling as a Sole Source purchase under the GPM. However, they would require special approval if they exceed the cardholder’s Single Transaction Limit and/or Cycle Limit. One option would be to get a one-time approval to raise those limits for the cardholder who normally handles those payments.   

23. For agencies with 200+ cardholders, will DOAS set some measures in place to investigate the criminal/background checks? Who will pay the cost?
First, HB 1113 states “Departments and agencies of the state which have more than 100 purchasing cards issued to employees shall establish goals to reduce the number of purchasing cards by at least 10 percent by December 31, 2009.”

That being said, it is the responsibility of each agency or entity to ensure compliance with all State policies and Laws, including the background and credit check requirements to include associated costs. DOAS will explore the possibility of a statewide contract for these checks, but until that determination is made, each entity should proceed on its own. 

24. When using a P-Card on POs does the purchase have to be within the card amount limits?

Purchasing cards can not currently be used to pay for purchases involving a Purchase Order (PO). PO’s encumber funds which are paid using a voucher, not a purchasing card. Using a P-card could result in a duplicate payment, one via the voucher and another via the P-card. 

25. Since signatures are not required on the special approval request form, could the cardholder send the form directly to DOAS and bypass the entity card administrator?
No, all approval forms must be sent from and will only be sent back to the program administrator for the agency/entity. All approvals should be monitored, approved and tracked by the proper parties and the agency/entity. 

26. Per Rob Watts, Chief Operating Officer of the Board of Regents, there is no gray area. Any misuse, including inadvertent use, is a violation of law and must be reported. How do you feel about this?
The State Card Program Manager can not interpret law. The policy and state law are clear and will be used as the foundation for the Process Improvement and Audit Team’s findings. Any misuse will be thoroughly investigated and each case will be decisioned on its own merits. Improper, unauthorized and/or illegal use of the State Purchasing Cards will not be tolerated. 

27. What about the Ethic's Agreement that cardholders are required to sign, will you have that as a form out on the DOAS website for us to use?
The SPD-PC001 - Purchasing Card Cardholder Agreement currently serves this purpose.
28. Per the Board of Regents, if you purchase from a single vendor over a year with the amount being over $5000 we must bid the item. We have some vendors that we buy more than $5000 per year but it is several items not just one and they are different types of items. Also, they may be from different departments. Is this considered a need for a bid if it is not just one item?
All purchasing must comply with the Georgia Procurement Manual and the Statewide Purchasing Card Policy. For bid requirements and specific questions regarding when bids are needed, please refer to the GPM or contact the State Purchasing Division. 
