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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
ADMINISTRATIVE PROCEDURE 6330

PURCHASING

GENERAL PURCHASING

A.

Authority to Purchase

The authority to contract for goods and/or services is vested in the Board of Trustees.
Authority to purchase supplies, materials, apparatus, equipment and services is annually
delegated by Board action to designated District officers. The purchase of goods and
services shall be made through the Purchasing Department following authorized
procedures in accordance with established policies and laws. Any purchase made by an
employee without proper authorization will be considered an obligation and liability of the
employee and not the San Bernardino Community College District.

Conflict of Interest

The District shall not purchase goods or services from any vendor or source in which a
requisitioner or an authorized purchasing agent or a member of the Board has any
proprietary interest. Any proposed exception must be reviewed by the Vice Chancellor
Fiscal Services and approved by the Board. Employees and Board members are
prohibited from accepting gratuities, in any form, the value of which could compromise their
objectivity in selecting vendors or awarding purchase contracts.

General Purchasing Information

1. Except for small purchases from petty cash, all purchases or commitments to buy
are made through the use of a purchase order. Purchase orders will be issued by
the Purchasing Department only upon receipt of a properly authorized purchase
requisition.

2. Specifications

Departments may submit their own specifications for supplies and/or equipment;
however, the Purchasing Department has the authority to question need, quantity,
quality, and materials requested and to make recommendations where the general
health and welfare or economy is in question. The Purchasing Department will
provide assistance in the development of specifications as requested.

3. Selection of Vendor

The Purchasing Department will accept recommendations from the requesting
department for potential vendors. Final vendor designation will be made by the
Purchasing Department.

4, Price Quotations

Any purchase of supplies or equipment with a unit cost in excess of $6,000 or
contract for services in excess of $6,000 requires price quotations from at least
three different vendors. Any requests for exception must be submitted in writing to
the Vice Chancellor, Fiscal Services for consideration. The Purchasing Office may
require price gquotations for items regardless of the cost if it determines that such
guotes would be in the best interest of the District.
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5. Bid Requirements

Any purchase over $15,000 for work to be done (services), or $72,400 for
equipment or supplies must go through the formal bid process. The Board of
Governors of the California Community Colleges shall annually adjust the dollar
amount required for bid to reflect the percentage change in the annual average of
the Implicit Price Deflator for State and Local Government Purchase of Goods
and Services for the United States, as published by the United States
Department of Commerce for the 12-month period ending in the prior fiscal year
(Public Contract Code 20651). The annual adjustments shall be rounded to the
nearest one hundred dollars ($100). The Purchasing Department may require
formal bids for items regardless of the cost if it determines that such bids would
be in the best interest of the District. All vendors involved in a bid process shall
be notified that Board action is required before materials are delivered or a
project can begin.

6. Date of Delivery

Materials and services must be charged against and paid from appropriations
within the fiscal year in which the material or service is actually received.

Purchase Requisitions

A purchase requisition is prepared by an individual or department to request the
Purchasing Department to buy specific items. The requested information on the requisition
provides guidance to the Purchasing Department as to the requester's preferences
regarding vendor, specifications, etc. The Purchasing Department will review each
purchase requisition to determine if the request meets established procedures, standards,
and laws and will test the object, location, and program codes to determine the availability
of funds.

Purchase Order

After a purchase requisition has been reviewed and approved, a purchase order is
prepared which authorizes the vendor to deliver the supplies/equipment or provide the
service requested. No vendor has authority to provide materials or services until a
purchase order has been processed.

Emergencies
In the event of an emergency, authority to purchase may be obtained from the Purchasing

Department and a purchase order can be issued by telephone. Such approval must be
obtained from the Purchasing Department in advance of the purchase.

BID REQUIREMENTS AND PROCEDURES

A.

Price Quotations

Any purchase of supplies or equipment with a unit cost in excess of $6,000 or contract for
services in excess of $6,000 requires price quotations from at least three different vendors.
Any requests for exception must be submitted in writing to the Vice Chancellor, Fiscal
Services for consideration. The Purchasing Department may require price quotations for
items regardless of cost if it determines that such quotes would be in the best interest of the
District.
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Bid Requirements

Any purchase over $15,000 for work to be done (services) or $72,400 for equipment or
supplies must go through the formal bid process. The Business Manager may require
formal bids for items regardless of the cost if it determines that such bids would be in the
best interest of the District.

Approval

All purchases requiring bid procedures require an "award of bid" by the Board. All vendors
involved in a bid process shall be notified that Board action is required before materials are
delivered or a project can begin.

Purchase and Contract Specifications

Bid documents or requests for price quotations must contain specifications and/or
drawings, if appropriate, which standardize the purchase and pro-vide a basis for selection
of a vendor. The Purchasing Department can advise on the level of specificity required
based on the nature of the purchase. In general, specifications should be generic in nature
and not specify a particular brand, manufacturer or vendor. It may be necessary to involve
a consultant in the development and/or review of specifications. Some specifications may
require legal review. Development of specifications may require several weeks or months.

Energy Efficiency Specifications

Vendors must provide equipment and appliances that earn the ENERGY STAR and meet
ENERGY STAR specifications for energy efficiency where ratings exist. Complete product
specifications and updated lists of qualifying products may be found at
WWW.energystar.gov.

Bid Documents

Bid documents are prepared by the Business Manager in consultation with the individual
initiating the request. Bid documents contain a variety of standard provisions required by
law and are supplemented by specifications and special requirements. Bid documents are
made available to vendors through the Purchasing Department.

Advertisement for Bids

Advertisements for bids are prepared by the Business Manager to meet the legal bidding
requirements. Ads are placed in newspapers and through other sources that are designed
to reach the appropriate vendors. Ads must appear twice, once a week for two consecutive
weeks. Vendors are usually allowed three to four weeks to prepare their bids.

Bid Opening

A time and place of bid opening is stated in the bid document and the bid advertisement.
Bids are accepted in the Purchasing Department up to the exact time of the bid opening.
Bids received before the opening are kept unopened until the designated time. A public bid
opening is held during which all bids are opened and read aloud. Bids are a matter of
public record and the results are available in the Purchasing Department after the bid
opening. Bids are considered to be "responsive" if they meet the specifications as
published. The services of an outside consultant may be required to evaluate
responsiveness. Reference checks may be applied to any and all bids that are responsive
and competitive. A summary of the prices quoted is prepared for the Board.


http://www.energystar.gov/

169
170
171
172
173
174
175
176
177
178
179
180
181
182
183
184
185
186
187
188
189
190
191
192
193
194
195
196
197
198
199
200
201
202
203
204
205
206
207
208
209
210
211
212
213
214
215
216
217
218
219
220
221
222
223

Bid Bonds/Guarantees

Bid bonds or other bid guarantees may be required of all bidders and are kept on file until
the Board awards a contract. Bonds/guarantees are returned to all bidders after the award
of bid.

Award of Bid

A summary of the bids is prepared for the Board. Results of reference checks are
evaluated and a recommendation is made to the Board for award of bid. The award does
not automatically go to the lowest bidder and only the Board can award a bid. As a general
rule the bid is awarded to the lowest bidder unless reference information or other mitigating
circum-stances suggest an alternate choice. Contracts are not signed until after the bid
award and no bidder should move to deliver supplies or equipment or start of project until
after the Board takes action. The Board has the right to reject all bids or waive any
irregularities. If that occurs, bidders will be notified in writing.

Amendments

1. Any changes to the bid document prior to the award of bid must be provided to all
prospective bidders in writing prior to the bid opening. If the change will require
substantial time for bidders to reconfigure their quotes, the bid opening may have
to be extended.

2. Any change to specifications or terms and conditions of the bid after the opening
will require a change notice approved by the Board.

PROCUREMENT CARD

SECTION | - GENERAL
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SECTION | - GENERAL

A.

Purpose

The purpose of the District's Procurement Card Program is to establish a more efficient,
cost-effective method of purchasing and paying for small dollar transactions, and to establish
policies and guidelines related to appropriate use of the Procurement Card.

Policy

A Procurement Card Application form must be completed and approved (Appendix B).

All cardholders must sign and accept the terms and conditions as outlined on the
Procurement Card Program Cardholder Agreement (Appendix A).

All purchase transactions processed against the Procurement Card must be made by the
individual to whom the card is issued.

The Procurement Card can only be used for non-restricted (acceptable) commodities.
Documentation pertaining to all purchase transactions must be obtained and maintained on
file.

Split purchases to bypass the authorized limit(s) or to circumvent Purchasing Policies and
Procedures are prohibited.

Fraudulent use of the Procurement Card will result in corrective action in accordance with
the terms and conditions of the Procurement Card as outlined on the Cardholder
Agreement.

Overview

The Procurement Card Program streamlines the purchasing process, including the
requisitioning, procurement, receiving, and payment processes for low-dollar value
purchases from any vendor or supplier that accepts a VISA credit card.

This program enables the cardholder to purchase approved commodities directly from
vendors/suppliers.

The Procurement Card can be used for purchases of all non-restricted (acceptable)
commodities. All purchases of commodities, where approved "Prime Vendor" contracts are
in place, should be made from those contracted vendors/suppliers. Each Procurement Card
issued will contain the name of SAN BERNARDINO COMMUNITY COLLEGE DISTRICT as
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the corporate buyer of products and services. THE PROCUREMENT CARD IS NOT TO BE
USED FOR PERSONAL TRANSACTIONS.

Each card is assigned credit and transaction limits when the Procurement Card Application
is completed and approved.

D. Program Benefits

1. Significant decrease of paperwork for requisitioning, purchasing and receiving activities.

2. Significant decrease in the volume of invoices and checks processed by Accounts Payable.
3. Enables automated reporting tools.

4. Empowers cardholders to make purchases directly from suppliers.

E. Program Administrator
The Business Manager is the Program Administrator for the Procurement Card program.
F. Procurement Card Rejection

When presenting the Procurement Card to vendors for payment for goods and the card is
rejected, the Cardholder must complete and submit a Procurement Card Rejection Form to
the Procurement Card Administrator to determine the reason(s) for rejection (Appendix E).
Procurement card rejection is normally due to:

e Incorrect vendor/supplier Merchant Category Code (MCC)
e An attempt to purchase restricted or unauthorized items
e An attempt to exceed card dollar limits.

SECTION Il - PROGRAM OVERVIEW

The Procurement Card Program simplifies the purchasing/disbursement process by facilitating point-
of-sale procurement. Purchasing responsibility is delegated to the ordering department enabling an
authorized cardholder to place an order directly with a vendor/supplier.

When a purchase authorization is requested by a vendor/supplier at the point-of-sale, VISA validates
the transaction against pre-set limits established by the District in conjunction with department
administrators. All transactions are approved or declined instantaneously based on the following
Procurement Card authorization criteria:

Number of transactions allowed per day.
Number of transactions allowed per month.
Single purchase limit not to exceed $500.00.
Spending limit per month.

Approved commodity codes.

agrwdE

The Business Manager is responsible for setting these limits. The authorization process occurs
through an electronic system that supports the Procurement Card Program under the agreement
with US Bank.

A. How to Obtain a Procurement Card
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Complete a Procurement Card Application form (Appendix B).

Submit the Request for Procurement Card for approvals of officials listed on the form.
Submit the approved Request for Procurement Card to the Program Administrator for
processing.

Attend a Pre-Card Issue Training Session.

Application for Procurement Card is completed and transmitted to Card Provider by Program
Administrator.

Card Provider issues Procurement Card.

Opening of Accounts

The Chancellor, Presidents, Vice Chancellors, and Vice Presidents are responsible for
designating employees to receive the Procurement Card and must use the Procurement
Card Application form (Appendix B). All applications are subject to review and final approval
by the Business Manager. The approved application is submitted to Purchasing for
processing. Legitimate charges made on the Procurement Card are a District liability, not a
personal liability to the individual. Employees should ensure that Procurement Cards are
adequately safeguarded from loss or misuse.

There will be no credit reference check on the personal credit of the employee as a condition
for receiving the District Procurement Card, nor will the use of the Procurement Card have
any effect on the employee's personal credit rating.

Employees who have exhibited a history of not following Board Policy or/and Administrative
Regulations concerning Purchasing will not be approved to use the Procurement Card. An
example of such a history would include having three or more Audit Exception Memos on file
for the preceding 12 months.

Each employee approved to receive the Procurement Card must attend a user training
session. Training will be provided by the Purchasing Department. After completion of the
training, the cardholder will be required to complete and sign the Cardholder Agreement
(Appendix A).

US Bank will issue a Procurement Card to the employee when a Procurement Card
Application is submitted by the Program Administrator (Appendix B). Procurement Cards will
only be issued to permanent, full-time employees who are not on probationary status.

Ordering Process

The Procurement Card Program provides another option to existing purchasing procedures
regarding transactions for goods, commaodities, supplies or repair parts valued at less than
$500.00 (including all delivery, shipping, etc.) NO SINGLE PURCHASE IS TO EXCEED
$500.00.

Purchases for restricted commaodities and for purchases of $500.00 or more should continue
to be processed in accordance with the established procurement/disbursement policies and
procedures.

Please be sure to follow these procedures when using the Procurement Card:

1. Identify if the purchase is appropriate for a Procurement Card transaction. Check
the list of restricted commodities.

2. Determine if your transaction total is $500.00 or less. If not, the transaction must be
processed in accordance with established purchasing disbursement policies and
procedures.
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Contact the vendor/supplier and obtain the goods. Goods may be purchased either
in person, by telephone, or internet. Purchases must be in conformance with
District purchasing guidelines (i.e. reasonable, necessary, and for District business).
When receiving a shipment, it is the responsibility of the cardholder to properly
inspect the shipment for damage and to verify the shipment is complete. In case of
returns, the cardholder is responsible for coordinating the return directly with the
vendor/supplier and for contacting the Program Administrator with any unresolved
issues.

All packing slips must be retained as part of the purchase transaction
documentation.

Proof Purchase Documentation

1.

The Procurement Card program facilitates point-of-sale purchases, giving
authorized cardholders the ability to purchase specific goods directly from a
vendor/supplier. The Procurement Card will eliminate the time and effort spent on
processing multiple requisitions and other internal forms, filing purchase requisition
copies, distributing, filing and the reconciling invoices.

With this authority comes the responsibility for maintaining adequate documentation
at the source of the transaction. It is the responsibility of each department to retain
supporting documentation in accordance with the District's Records Retention
Policy and Administrative Regulation 3310.

Documentation, including the monthly Procurement Card transaction statement,
MUST be maintained at its source.

Closing of Accounts

1.

Accounts will be audited as a part of the closeout procedures for employees leaving
the District. Procurement Cards are to be turned-in to the Program Administrator by
employees upon separation of service from the District for any reason.

Supervisors of employees changing departments must contact the Program
Administrator to close their accounts. If appropriate to the new position, the process
for opening a new account will be followed. The District's Program Administrator will
close account numbers upon request of the Chancellor, Presidents, Vice
Chancellor’s, and Vice Presidents.

Accounts may be closed without prior notification if funds are not available in the
Cardholder's account or cancelled at any time for reasons considered not in the
best interest of the District. Reasons include but are not limited to failure to adhere
to Board Policies and/or Administrative Regulations.

Authorized/Prohibited Purchases and Practices

Procurement cards are District property issued in the employee’s name. Use is restricted
exclusively for qualified business-related purchases. Applicable purchase categories are
summarized as:

1.

Authorized Purchases:

One time purchases up to $500.00

Periodic supply purchases up to $500.00 per transaction

Equipment costing under $500.00 (includes tax and shipping)

Travel Expenses (Air Fare, Ground Transportation, Lodging, Conference Fees)
Refreshments for official business meetings
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2. Prohibited Purchases:

Any purchase over $500.00

Equipment costing over $500.00
Furniture

AV equipment

Services

Computers

Software

Software licenses

Consultants, Instructors, Speakers
Maintenance Agreements

Service Agreements

Personal Items or items for personal use
Personnel/labor

Rental Agreements (Facilities, Equipment, ect.)
Lease/Purchase Agreements

Facility Improvements

Postage, Federal Express, UPS

Event decorations

Employee meals

3. Prohibited Practices:

Cash Refunds

Cash Advances

Split Orders/Purchases

Transferring cards between individuals
Wire transfers — Money orders

SECTION Il - RESOLUTION PROCESS

A.

General

The cardholder is responsible for taking appropriate and timely action by initiating the proper
documentation and notifying the proper official whenever a discrepancy is noted on the
monthly billing statement.

Order and Receipt of Goods

The cardholder is responsible for ensuring receipt of materials and will follow-up with the
vendor to resolve any delivery problems, discrepancies or damages to goods.

For telephone or catalog orders, make sure complete shipping address and instructions are
given along with your name (i.e., name, department name, complete street address, room
number, city, state and zip code). If materials are ordered by phone, ask the vendor to
include a sales receipt in the package. Save the credit card receipt and shipping
documentation.

Resolving Errors
The cardholder is responsible for following up with the vendor or bank on any erroneous

charges, disputed items, or returns as soon as detected. Disputed billing can result from
failure to receive goods/services, fraud, misuse, altered charges, defective merchandise,
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incorrect amounts, duplicated charges, unprocessed credits, etc. The cardholder will first
contact the vendor to resolve all outstanding issues.

Resolving Disputes

If the cardholder is unable to reach agreement with the vendor, contact US Bank Customer
Service Center at 1-888-344-5696.

The bank will ask the cardholder to complete a Cardholder Statement of Questioned Item
form and fax or mail the completed form to the bank (Appendix D). Please note on the form
the reference number given to you by the customer service representative. A copy of the
form should be sent to Purchasing. The bank must be notified of any disputed item within
thirty (45) days of the cycle in which the item was purchased.

If the cardholder is still unable to reach an acceptable solution, contact Purchasing at 384-
4308.

Credits and Returns

The Cardholder is responsible for ensuring that all credits resulting from the return of
merchandise to the vendor are applied to the cardholders account. Should the related credit
appear in the subsequent billing cycle or appear on a subsequent billing statement the
cardholder must identify the future credit on the SBCCD Monthly Procurement Card
Purchase Log (Appendix C).

Card Cancellation

To cancel a Procurement Card, immediately call or notify in writing, the Program
Administrator. The administrator will notify the bank and deactivate the card. The card
should be cut in half and immediately forwarded to the Program Administrator.

Lost or Stolen Card

If your Procurement Card is lost or stolen, IMMEDIATELY NOTIFY US BANK AT 1-888-344-
5696 AND THE PROGRAM ADMINISTRATOR AT (909) 382-4031.

SECTION IV - ACCOUNTING PROCESS

A.

Purchase Requisition/Purchase Order — General

Prior to final approval by Program Administrator of applicants Procurement Card Application,
applicant must initiate an Open Purchase Requisition to identify and encumber sufficient
funds to pay for obligations created by use of card. At any given moment the unexpended
amount on the Open Purchase Order must not be less than the monthly expenditure limit
established by the Program Administrator. Should the unexpended balance remaining on
the Open Purchase Order fall below the monthly expenditure limit established the Program
Administrator will reduce the monthly expenditure limit accordingly.

Purchase Requisition/Purchase Order — Travel
Authorized cardholders can use their assigned Procurement Cards to pay for registration,

airfare, lodging, parking, and other business-related incidental expenses with the exception
of meals. Meals are prohibited purchases. Such expense should only be made after

10
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receiving Board approval, if applicable. Prior to using the Procurement Card, cardholders
must create a Purchase Requisition for the total estimated expense of the activity.

Recordkeeping and Documentation

To facilitate reconciliation, substantiation, and allocation of charges, the cardholder is
required to provide detailed information about his/her credit card purchases. The original
transaction documentation (credit card slip, packing slip, itemized invoice, etc.) will generally
provide important information such as a detailed listing of what was purchased, when the
transaction occurred, who the vendor is, where they are located, the purchase amount, and
the purchaser identification.

Regardless of the method used to document credit card transactions, the documentation
must provide the details of the transaction and describe the goods purchased.

The cardholders must prepare and maintain the SBCCD Monthly Procurement Card
Purchase Log (Appendix C) to expedite reconciliation and distribution of charges. This
summary, along with supporting documentation, is to be presented to the cardholder’'s
Responsibility Center Manager and Purchasing Department for review and approval.

Reconciliation and Approval Process

The following process and timeline has been established to facilitate the payment process
within the timeline required by US Bank.

1. Cardholders will receive a statement of charges either via U.S. mail or downloaded
from the US Bank website for their respective card. Cardholders must timely
reconcile the transaction documentation with the statement of charges using the
SBCCD Monthly Procurement Card Purchase Log. All the preceding documents
are herein after collectively referred to as the “reconciliation packet”.

2. Cardholders must forward the reconciliation packet to their Responsibility Center
Manager for approval no more than 5 working days after the close of the billing
cycle.

3. After review and approval, the Responsibility Center Manager must forward the

reconciliation packet to the Purchasing Department no more than 5 working days
after receipt from the cardholder.

4, Upon receipt, the Purchasing Department must review and approve the
reconciliation packet and forward to the Business Manager no more than 3 working
days after receipt.

5. The Business Manager or designee must review and approve the reconciliation
packet and forward to Accounts Payable for processing within 48 hours of receipt.

SECTION V — RESPONSIBILITIES

A.

Cardholder Responsibilities
This Administrative Regulation coupled with the Cardholder Guide places adequate controls

into effect, and if followed should provide significant benefits to both cardholder and District.
The following is a list of the cardholder's specific responsibilities:

11
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10.

11.

12.

13.
14,
15.
16.

17.

Ensure that the Procurement Card is used in accordance with this Administrative
Regulation.

Purchase only items that are work-related or for the use and benefit of the District.
Order supplies only as needed and only from vendors with whom the District does
not already have negotiated contracts with.

Sign the card in the signature panel.

Maintain card security to prevent unauthorized charges against the account.
Obtain receipts at the point of purchases and verify them for accuracy.

Reconcile receipts and other purchase documentation to the statement of charges
timely.

Provide the vendor with all pertinent information when placing an order (if placing an
order by telephone, cardholder must instruct the vendor to ship goods directly to the
cardholder's department). DO NOT HAVE THE ORDER SENT TO CENTRAL
RECEIVING.

Maintain the documentation for all transactions in accordance with this
Administrative Regulation and the District's record retention policy.

Report loss of card IMMEDIATELY to: (1) U.S. Bank Customer Service and (2) the
Program Administrator (Business Manager).

Notify U.S Bank Customer Service of any billing discrepancies posted on your
statement of charges that cannot be resolved with the merchant. If needed,
complete and submit the Cardholder Statement of Questioned Item.

Do not allow any member of your staff, family or supervisor to use this card. You,
alone, are authorized to use this card.

Ensure that NO SPLIT PURCHASES are made.

Accept NO BACKORDERS.

Maintaining the SBCCD Monthly Procurement Card Purchase Log.

Submit the “Reconciliation Packet” to the Responsibility Center Manager for
approval within stated timelines.

Ensure sufficient funds have been encumbered on Purchase Order to meet the
obligations from card use.

Use of the Procurement Card that is NOT in accordance with the guidelines established for
this Program may result in: (1) lost of card privileges, (2) personal liability, (3) suspension,
(4) written reprimand, or (5) termination, in the case of fraudulent use.

Responsibility Center Managers

Responsibility Center Managers are responsible for:

agrwdPE

6.

Reviewing all charges.

Ensuring all purchases are appropriate.

Ensuring no prohibited items have been purchased.

Ensuring all proper documentation is attached to the reconciliation packet.
Ensuring cardholders do not purchase commodities that should have been
competitively bid in accordance with District Purchasing Policies and Procedures.
Ensuring that NO SPLIT PURCHASES are made.

Program Administrator

The Program Administrator is responsible for:

12
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Administering the Procurement Card Program.
Processing approved requests for Procurement Cards.
Conducting Pre-Card Issue Training Sessions.
Providing assistance to cardholders.

Providing information to appropriate District officials.
Reviewing reports for program compliance.

Following up with Card Provider when necessary.

NogokrwhE

Accounts Payable Department
The Accounts Payable Department is responsible for:

1. Paying monthly statement billing upon receipt from Business Manager.
2. Following up with Card Provider on matters of payment.

Card Provider

Card Provider is responsible for:

Paying suppliers/vendors.

Monitoring and controlling credit verification.

Providing monthly statement and analyses to the Program Administrator.
Providing duplicate copies of sales drafts of a disputed charge when requested.

N
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Appendix A

San Bernardino Community College District
Cardholder Agreement

672  The procurement card represents our company’s trust in you. You are empowered as a responsible agent to
673  safeguard company assets. Your signature below is verification that you have read the employee handbook,
674 Board Policy, and Administrative Regulation and agree to comply with the following responsibilities. It
675  also acknowledges that you have received the

676  Cal-Card card #

678 1.

711 10.

I understand the card is for District-approved purchases only and | agree not to charge personal
purchases.

Improper use of this card can be considered misappropriation of company funds. This may result
in disciplinary action up to and including termination of employment.

If the card is lost or stolen, I will immediately notify U.S. Bank by telephone. | will confirm the
telephone call by mail or facsimile with a copy of the notification to the Program Administrator.

I agree to surrender the card immediately upon termination of employment, whether for
retirement, voluntary or involuntary reasons.

The card is issued in my name. | will not allow any other person to use the card. | am considered
responsible for any and all charges against the card.

All charges will be billed directly to and paid directly by the District. The bank cannot accept any
monies from me directly; therefore any personal charges billed to the company could be
considered misappropriation of company funds.

As the card is District property, | understand that | may be periodically required to comply with
internal control procedures designed to protect District assets. This may include being asked to
produce the card to validate its existence and account number. I may also be asked to produce
receipts and statements to audit its use.

I will receive a Monthly Reconciliation Statement (MRS), which will report all activity during the
statement period. Since | am responsible for all charges (but not for payment) on the card, | will
resolve any discrepancies by either contacting the supplier or the bank.

The charges made against my card are automatically assigned to the cost center assigned to the
card as specified by management. This code cannot be changed without management involvement.
When changed, the new accounting code will not affect any charges made prior to the change but
will affect future charges.

I understand the Cal-Card is not necessarily provided to all employees. Assignment is based on
my need to purchase materials for the business and/or to provide for business travel. My card may
be revoked based on change of assignment or location. | understand that the card is not an
entitlement nor reflective of title or position.

Employee Signature

Approving Responsibility Center Manager Signature (RCM)

Employee Printed Name Date Approving RCM Printed Name Date

718
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Appendix B

SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Purchasing & Business Services

PROCUREMENT CARD APPLICATION

Name: Date:
Last First Middle

Campus/Department:

Business Telephone:

Email Address:

Please check one:

Administrator:
Faculty:
Staff:

[ ] Approve [ ] Disapprove

[ ] Approve [ ] Disapprove

[ ] Approve [ ] Disapprove

[ ] Approve [ ] Disapprove

Signature of Applicant Date
Signature of Responsibility Center Manager Date
Vice President Date
President Date
Program Administrator Date

15



Appendix C

SBCCD Montly Procurement Card Purchase Log

For Period to
Cardholder Name:
Department:
# of
Receipt or items Total Purchase Purchase Account #
Date Invoice # Vendor Name Purchase Description Event received Amount Order # to Charge (Object)
TOTAL $ -
Cardholder Signature Date Approving Responsibility Center Date
Manager Signature
Purchasing Signature Date Business Manager Signature Date
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Appendix D

CARDHOLDER STATEMENT OF QUESTIONED ITEM

CARDHOLDER NAME (please print or type) ACCOUNT NUMBER

CARDHOLDER SIGNATURE DATE (AREA CODE) TELEPHONE NUMBER

The transaction in question as shown on statement of Account:
Transaction Date Reference Number Merchant Amount Statement Date

Please read carefully each of the following situations and check the one most appropriate in your particular dispute. If you have any questions, please contact us at
888-994-6722. We will be more than happy to advise you in this matter.

1. UNAUTHORIZED MAIL OR PHONE ORDER OR PHONE ORDER

[ 11 have not authorized this charge to my account. | have not ordered merchandise by phone or mail, or received any goods or services.

2. DUPLICATE PROCESSING-THE DATE OF THE FIRST TRANSACTION WAS

[ ] The transaction listed above represents a multiple billing to my account. | only authorized one charge from this merchant for this amount. My card was in my
posession at all times.
3. MERCHANDISE OR SERVICE NOT RECEIVED IN THE AMOUNT OF $

[ 1My account has been charged for the above listed transaction, but | have not received the merchandise or service. | have contacted the merchant but the
matter was not resolved. (Please provide a separate statement detailing the merchant contract, and the expected date to receive merchandise.)

4. MERCHANDISE RETURNED IN THE AMOUNT OF $
[ 1My account has been charged for the above listed transaction, but the merchandise has since been retumed

*enclosed is a copy of my postal or express mail receipt*

5. CREDIT NOT RECEIVED

[ 11 have received a credit voucher for the above listed charge, but it has not yet appeared on my account. A copy of the credit voucher is enclosed. (Please provide
a copy of this voucher with this correspondence.)

6. ALTERATION OF AMOUNT

[ 1 The amount of this charge has been altered since the time of purchase. Enclosed is a copy of my sales draft showing the amount of which I signed.The
difference of amount is $

7. INADEQUATE DESCRIPTION/UNRECOGNIZED CHARGE
[ 11do not recognize this charge. Please supply a copy of the sales draft for my review. | understand that when a valid copy is sent to me, a Cardholder Statement of Questioned Item
Form must be provided and will include the copy of the sales draft if a further dispute exists. If a copy of the sales draft cannot be obtained, a credit will appear on my account.

8. COPY REQUEST
[ 11 recognize this charge, but need a copy of the sales draft for my records.

9. SERVICES NOT RECEIVED
[ 11 have been billed for this transaction; however, the merchant was unable to provide the services.
[ 1Paid for by another means. My card number was used to secure this purchase, however final payment was made by check, cash, another credit card or
purchase order. (Enclosed is my receipt, canceled check (front and back), copy of credit card statement, or applicable documentation demonstrating that payment

was made by other means).

10. NOT AS DESCRIBED
[ 1 (Cardholder must specify what goods, services or other things of value were received). The item(s) specified do not conform to what was agreed upon with

the merchant. (The cardholder must have attempted to return the merchandise and state so in their complaint).

11. If none of the above reasons apply, please describe the situation:

(Note: Provide a complete description of the problem, attempted resolution and outstanding issues. Use a separate sheet of paper, if necessary, and sign your description statement).
Send To:
U.S. Bank Government Services, P.O. Box 6344, Fargo, ND 58125-6344
Fax: 866-299-9625 or 701-461-3463

CSQICOMM 2/07
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Appendix E

San Bernardino Community College District
Purchasing & Business Services

PROCUREMENT CARD REJECTION
Instructions: ~ Please complete this form and returned to the Purchasing Department for

processing and follow up when purchases are rejected when using the Procurement Card. Please
print or type.

Site: Department: Cardholder: Ext.: Date:
Item(s) Attempted
Vendor to Purchase Amount
Name:
Address:
City/State/Zip:
Contact:
Telephone:

Date purchase was attempted:

Name of person attempting purchase:

Vendor/Supplier accept VISA: YES NO

Comments:

PURCHASING USE ONLY

Reason for Card Rejection Cardholder Assigned Standard Merchant Code Group
Incorrect Vendor/Supplier MCC

Unauthorized Items (s)

Card Limit Exceeded

Other: Vendor/Supplier MCC

Comments: (Purchasing
Only)
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	The purpose of the District's Procurement Card Program is to establish a more efficient, cost-effective method of purchasing and paying for small dollar transactions, and to establish policies and guidelines related to appropriate use of the Procurement Card. 
	B.  Policy
	1.  A Procurement Card Application form must be completed and approved (Appendix B).
	2. All cardholders must sign and accept the terms and conditions as outlined on the Procurement Card Program Cardholder Agreement (Appendix A).
	3.  All purchase transactions processed against the Procurement Card must be made by the individual to whom the card is issued.
	4.  The Procurement Card can only be used for non-restricted (acceptable) commodities.
	5.  Documentation pertaining to all purchase transactions must be obtained and maintained on file.
	6.  Split purchases to bypass the authorized limit(s) or to circumvent Purchasing Policies and Procedures are prohibited.
	7.  Fraudulent use of the Procurement Card will result in corrective action in accordance with the terms and conditions of the Procurement Card as outlined on the Cardholder Agreement.
	C.  Overview
	The Procurement Card Program streamlines the purchasing process, including the requisitioning, procurement, receiving, and payment processes for low-dollar value purchases from any vendor or supplier that accepts a VISA credit card.
	This program enables the cardholder to purchase approved commodities directly from vendors/suppliers. 
	The Procurement Card can be used for purchases of all non-restricted (acceptable) commodities. All purchases of commodities, where approved "Prime Vendor" contracts are in place, should be made from those contracted vendors/suppliers.  Each Procurement Card issued will contain the name of SAN BERNARDINO COMMUNITY COLLEGE DISTRICT as the corporate buyer of products and services. THE PROCUREMENT CARD IS NOT TO BE USED FOR PERSONAL TRANSACTIONS.
	Each card is assigned credit and transaction limits when the Procurement Card Application is completed and approved.
	D.  Program Benefits
	1.  Significant decrease of paperwork for requisitioning, purchasing and receiving activities.
	2.  Significant decrease in the volume of invoices and checks processed by Accounts Payable. 
	3.  Enables automated reporting tools.
	4.   Empowers cardholders to make purchases directly from suppliers.
	E.  Program Administrator
	The Business Manager is the Program Administrator for the Procurement Card program.
	F.  Procurement Card Rejection
	When presenting the Procurement Card to vendors for payment for goods and the card is rejected, the Cardholder must complete and submit a Procurement Card Rejection Form to the Procurement Card Administrator to determine the reason(s) for rejection (Appendix E). Procurement card rejection is normally due to:
	 Incorrect vendor/supplier Merchant Category Code (MCC) 
	 An attempt to purchase restricted or unauthorized items 
	 An attempt to exceed card dollar limits.
	SECTION II - PROGRAM OVERVIEW
	The Procurement Card Program simplifies the purchasing/disbursement process by facilitating point-of-sale procurement. Purchasing responsibility is delegated to the ordering department enabling an authorized cardholder to place an order directly with a vendor/supplier. 
	When a purchase authorization is requested by a vendor/supplier at the point-of-sale, VISA validates the transaction against pre-set limits established by the District in conjunction with department administrators. All transactions are approved or declined instantaneously based on the following Procurement Card authorization criteria:
	1.  Number of transactions allowed per day.
	2.  Number of transactions allowed per month.
	3.  Single purchase limit not to exceed $500.00.
	4.  Spending limit per month.
	5.  Approved commodity codes.
	The Business Manager is responsible for setting these limits.  The authorization process occurs through an electronic system that supports the Procurement Card Program under the agreement with US Bank.
	A.  How to Obtain a Procurement Card
	1.  Complete a Procurement Card Application form (Appendix B).
	2.  Submit the Request for Procurement Card for approvals of officials listed on the form.
	3.  Submit the approved Request for Procurement Card to the Program Administrator for processing.
	4.  Attend a Pre-Card Issue Training Session.
	5.  Application for Procurement Card is completed and transmitted to Card Provider by Program Administrator.
	6.  Card Provider issues Procurement Card.
	B.  Opening of Accounts
	1.  The Chancellor, Presidents, Vice Chancellors, and Vice Presidents are responsible for designating employees to receive the Procurement Card and must use the Procurement Card Application form (Appendix B).  All applications are subject to review and final approval by the Business Manager.  The approved application is submitted to Purchasing for processing. Legitimate charges made on the Procurement Card are a District liability, not a personal liability to the individual. Employees should ensure that Procurement Cards are adequately safeguarded from loss or misuse. 
	2.  There will be no credit reference check on the personal credit of the employee as a condition for receiving the District Procurement Card, nor will the use of the Procurement Card have any effect on the employee's personal credit rating.
	3.  Employees who have exhibited a history of not following Board Policy or/and Administrative Regulations concerning Purchasing will not be approved to use the Procurement Card.  An example of such a history would include having three or more Audit Exception Memos on file for the preceding 12 months.  
	4.  Each employee approved to receive the Procurement Card must attend a user training session. Training will be provided by the Purchasing Department. After completion of the training, the cardholder will be required to complete and sign the Cardholder Agreement (Appendix A).
	5.  US Bank will issue a Procurement Card to the employee when a Procurement Card Application is submitted by the Program Administrator (Appendix B). Procurement Cards will only be issued to permanent, full-time employees who are not on probationary status.
	C.  Ordering Process
	The Procurement Card Program provides another option to existing purchasing procedures regarding transactions for goods, commodities, supplies or repair parts valued at less than $500.00 (including all delivery, shipping, etc.) NO SINGLE PURCHASE IS TO EXCEED $500.00.
	Purchases for restricted commodities and for purchases of $500.00 or more should continue to be processed in accordance with the established procurement/disbursement policies and procedures.
	Please be sure to follow these procedures when using the Procurement Card:
	1.  Identify if the purchase is appropriate for a Procurement Card transaction. Check the list of restricted commodities.
	2.  Determine if your transaction total is $500.00 or less. If not, the transaction must be processed in accordance with established purchasing disbursement policies and procedures. 
	3.  Contact the vendor/supplier and obtain the goods.  Goods may be purchased either in person, by telephone, or internet.  Purchases must be in conformance with District purchasing guidelines (i.e. reasonable, necessary, and for District business).
	4.  When receiving a shipment, it is the responsibility of the cardholder to properly inspect the shipment for damage and to verify the shipment is complete. In case of returns, the cardholder is responsible for coordinating the return directly with the vendor/supplier and for contacting the Program Administrator with any unresolved issues.
	5.  All packing slips must be retained as part of the purchase transaction documentation.
	D.  Proof Purchase Documentation
	1.  The Procurement Card program facilitates point-of-sale purchases, giving authorized cardholders the ability to purchase specific goods directly from a vendor/supplier. The Procurement Card will eliminate the time and effort spent on processing multiple requisitions and other internal forms, filing purchase requisition copies, distributing, filing and the reconciling invoices.
	2.  With this authority comes the responsibility for maintaining adequate documentation at the source of the transaction. It is the responsibility of each department to retain supporting documentation in accordance with the District's Records Retention Policy and Administrative Regulation 3310.
	3.  Documentation, including the monthly Procurement Card transaction statement, MUST be maintained at its source.
	E.  Closing of Accounts
	1.  Accounts will be audited as a part of the closeout procedures for employees leaving the District. Procurement Cards are to be turned-in to the Program Administrator by employees upon separation of service from the District for any reason.
	2.  Supervisors of employees changing departments must contact the Program Administrator to close their accounts. If appropriate to the new position, the process for opening a new account will be followed. The District’s Program Administrator will close account numbers upon request of the Chancellor, Presidents, Vice Chancellor’s, and Vice Presidents.
	3.  Accounts may be closed without prior notification if funds are not available in the Cardholder's account or cancelled at any time for reasons considered not in the best interest of the District.  Reasons include but are not limited to failure to adhere to Board Policies and/or Administrative Regulations.
	F.   Authorized/Prohibited Purchases and Practices
	Procurement cards are District property issued in the employee’s name.  Use is restricted exclusively for qualified business-related purchases.  Applicable purchase categories are summarized as:
	1.   Authorized Purchases:
	  One time purchases up to $500.00
	  Periodic supply purchases up to $500.00 per transaction
	  Equipment costing under $500.00 (includes tax and shipping)
	  Travel Expenses (Air Fare, Ground Transportation, Lodging, Conference Fees)
	  Refreshments for official business meetings
	2.   Prohibited Purchases:
	  Any purchase over $500.00
	  Equipment costing over $500.00
	  Furniture
	  AV equipment
	  Services
	  Computers
	  Software
	  Software licenses
	  Consultants, Instructors, Speakers
	  Maintenance Agreements
	  Service Agreements
	  Personal Items or items for personal use
	  Personnel/labor
	  Rental Agreements (Facilities, Equipment, ect.)
	  Lease/Purchase Agreements
	  Facility Improvements
	  Postage, Federal Express, UPS
	  Event decorations
	  Employee meals
	3.   Prohibited Practices:
	  Cash Refunds
	  Cash Advances
	  Split Orders/Purchases
	  Transferring cards between individuals
	  Wire transfers – Money orders
	SECTION III - RESOLUTION PROCESS
	A.  General
	The cardholder is responsible for taking appropriate and timely action by initiating the proper documentation and notifying the proper official whenever a discrepancy is noted on the monthly billing statement.
	B.  Order and Receipt of Goods
	The cardholder is responsible for ensuring receipt of materials and will follow-up with the vendor to resolve any delivery problems, discrepancies or damages to goods.
	For telephone or catalog orders, make sure complete shipping address and instructions are given along with your name (i.e., name, department name, complete street address, room number, city, state and zip code). If materials are ordered by phone, ask the vendor to include a sales receipt in the package. Save the credit card receipt and shipping documentation.
	C.  Resolving Errors
	The cardholder is responsible for following up with the vendor or bank on any erroneous charges, disputed items, or returns as soon as detected. Disputed billing can result from failure to receive goods/services, fraud, misuse, altered charges, defective merchandise, incorrect amounts, duplicated charges, unprocessed credits, etc. The cardholder will first contact the vendor to resolve all outstanding issues. 
	D.  Resolving Disputes
	If the cardholder is unable to reach agreement with the vendor, contact US Bank Customer Service Center at 1-888-344-5696.
	The bank will ask the cardholder to complete a Cardholder Statement of Questioned Item form and fax or mail the completed form to the bank (Appendix D). Please note on the form the reference number given to you by the customer service representative. A copy of the form should be sent to Purchasing. The bank must be notified of any disputed item within thirty (45) days of the cycle in which the item was purchased. 
	If the cardholder is still unable to reach an acceptable solution, contact Purchasing at 384-4308.
	E.  Credits and Returns
	The Cardholder is responsible for ensuring that all credits resulting from the return of merchandise to the vendor are applied to the cardholders account.  Should the related credit appear in the subsequent billing cycle or appear on a subsequent billing statement the cardholder must identify the future credit on the SBCCD Monthly Procurement Card Purchase Log (Appendix C). 
	To cancel a Procurement Card, immediately call or notify in writing, the Program Administrator. The administrator will notify the bank and deactivate the card. The card should be cut in half and immediately forwarded to the Program Administrator.
	If your Procurement Card is lost or stolen, IMMEDIATELY NOTIFY US BANK AT 1-888-344-5696 AND THE PROGRAM ADMINISTRATOR AT (909) 382-4031.
	SECTION IV - ACCOUNTING PROCESS
	A.   Purchase Requisition/Purchase Order – General
	Prior to final approval by Program Administrator of applicants Procurement Card Application, applicant must initiate an Open Purchase Requisition to identify and encumber sufficient funds to pay for obligations created by use of card.  At any given moment the unexpended amount on the Open Purchase Order must not be less than the monthly expenditure limit established by the Program Administrator.  Should the unexpended balance remaining on the Open Purchase Order fall below the monthly expenditure limit established the Program Administrator will reduce the monthly expenditure limit accordingly.  
	B.   Purchase Requisition/Purchase Order – Travel
	Authorized cardholders can use their assigned Procurement Cards to pay for registration, airfare, lodging, parking, and other business-related incidental expenses with the exception of meals.  Meals are prohibited purchases.  Such expense should only be made after receiving Board approval, if applicable.  Prior to using the Procurement Card, cardholders must create a Purchase Requisition for the total estimated expense of the activity.
	To facilitate reconciliation, substantiation, and allocation of charges, the cardholder is required to provide detailed information about his/her credit card purchases. The original transaction documentation (credit card slip, packing slip, itemized invoice, etc.) will generally provide important information such as a detailed listing of what was purchased, when the transaction occurred, who the vendor is, where they are located, the purchase amount, and the purchaser identification. 
	Regardless of the method used to document credit card transactions, the documentation must provide the details of the transaction and describe the goods purchased.
	The cardholders must prepare and maintain the SBCCD Monthly Procurement Card Purchase Log (Appendix C) to expedite reconciliation and distribution of charges. This summary, along with supporting documentation, is to be presented to the cardholder’s Responsibility Center Manager and Purchasing Department for review and approval.
	The following process and timeline has been established to facilitate the payment process within the timeline required by US Bank.
	1.  Cardholders will receive a statement of charges either via U.S. mail or downloaded from the US Bank website for their respective card. Cardholders must timely reconcile the transaction documentation with the statement of charges using the SBCCD Monthly Procurement Card Purchase Log.  All the preceding documents are herein after collectively referred to as the “reconciliation packet”.  
	2.  Cardholders must forward the reconciliation packet to their Responsibility Center Manager for approval no more than 5 working days after the close of the billing cycle.  
	3.  After review and approval, the Responsibility Center Manager must forward the reconciliation packet to the Purchasing Department no more than 5 working days after receipt from the cardholder.  
	4.  Upon receipt, the Purchasing Department must review and approve the reconciliation packet and forward to the Business Manager no more than 3 working days after receipt.  
	5.  The Business Manager or designee must review and approve the reconciliation packet and forward to Accounts Payable for processing within 48 hours of receipt. 
	SECTION V – RESPONSIBILITIES
	This Administrative Regulation coupled with the Cardholder Guide places adequate controls into effect, and if followed should provide significant benefits to both cardholder and District. The following is a list of the cardholder's specific responsibilities:
	1.  Ensure that the Procurement Card is used in accordance with this Administrative Regulation.
	2.  Purchase only items that are work-related or for the use and benefit of the District.
	3.  Order supplies only as needed and only from vendors with whom the District does not already have negotiated contracts with.
	4.   Sign the card in the signature panel.
	5.  Maintain card security to prevent unauthorized charges against the account.  
	6.  Obtain receipts at the point of purchases and verify them for accuracy.  
	7.  Reconcile receipts and other purchase documentation to the statement of charges timely.  
	8.  Provide the vendor with all pertinent information when placing an order (if placing an order by telephone, cardholder must instruct the vendor to ship goods directly to the cardholder's department). DO NOT HAVE THE ORDER SENT TO CENTRAL RECEIVING.
	9.  Maintain the documentation for all transactions in accordance with this Administrative Regulation and the District's record retention policy.
	10.  Report loss of card IMMEDIATELY to: (1) U.S. Bank Customer Service and (2) the Program Administrator (Business Manager). 
	11.  Notify U.S Bank Customer Service of any billing discrepancies posted on your statement of charges that cannot be resolved with the merchant.  If needed, complete and submit the Cardholder Statement of Questioned Item.  
	12.  Do not allow any member of your staff, family or supervisor to use this card.  You, alone, are authorized to use this card.
	13.  Ensure that NO SPLIT PURCHASES are made.
	14.  Accept NO BACKORDERS.
	15.  Maintaining the SBCCD Monthly Procurement Card Purchase Log.
	16.  Submit the “Reconciliation Packet” to the Responsibility Center Manager for approval within stated timelines.
	17.  Ensure sufficient funds have been encumbered on Purchase Order to meet the obligations from card use.
	Use of the Procurement Card that is NOT in accordance with the guidelines established for this Program may result in: (1) lost of card privileges, (2) personal liability, (3) suspension, (4) written reprimand, or (5) termination, in the case of fraudulent use.
	Responsibility Center Managers are responsible for:
	1.  Reviewing all charges.
	2.  Ensuring all purchases are appropriate.
	3.  Ensuring no prohibited items have been purchased.
	4.  Ensuring all proper documentation is attached to the reconciliation packet.
	5.  Ensuring cardholders do not purchase commodities that should have been competitively bid in accordance with District Purchasing Policies and Procedures.
	6.  Ensuring that NO SPLIT PURCHASES are made.
	The Program Administrator is responsible for:
	1.  Administering the Procurement Card Program.
	2.  Processing approved requests for Procurement Cards.
	3.  Conducting Pre-Card Issue Training Sessions.
	4.  Providing assistance to cardholders.
	5.  Providing information to appropriate District officials.
	6.  Reviewing reports for program compliance.
	7.  Following up with Card Provider when necessary.
	The Accounts Payable Department is responsible for:
	1.  Paying monthly statement billing upon receipt from Business Manager.
	2.  Following up with Card Provider on matters of payment.
	Card Provider is responsible for:
	1.  Paying suppliers/vendors.
	2.  Monitoring and controlling credit verification.
	3.  Providing monthly statement and analyses to the Program Administrator.
	4.  Providing duplicate copies of sales drafts of a disputed charge when requested.
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