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Introduction to Parker County Procurement Card Program


The Parker County Procurement Card program operates under the direction of the Purchasing Agent as authorized by Commissioners’ Court.  County employees authorized to participate in any aspect of the program will read and familiarize themselves with the requirements of this program.  Each employee authorized to participate in the program along with their department head will be required to sign a statement acknowledging the receipt and reading of this manual and their agreement to abide by the policy and procedures herein.  County employees and department heads should be aware of the significant consequences associated with improper use or security of a County procurement card.  Improper use of a County Procurement Card could result in disciplinary action and/or termination of employment.

The Parker County Procurement Card program has been designed to operate in conjunction with but not in place of normal purchasing procedures as described in the Parker County Purchasing Policy.   Areas have been indentified in which normal Purchasing procedures can be enhanced to better meet the needs of the affected department and the County as a whole by use of a procurement card.  These areas currently include, but are not limited to fuel for County vehicles when out of the immediate Parker County area, fuel types for County vehicles that cannot be supplied by the County Precinct fueling stations, and travel expenses for County employees on County business, and authorized travel/training expenses.  

Statutory authority for the Purchasing Card Program is found in the Local Government Code Section 262.011 applicable sections of which are copied below:

(f) A purchase made by the county purchasing agent shall be


paid for by a warrant drawn by the county auditor on funds in the county treasury in the manner provided by law. The county auditor may not draw and the county treasurer may not honor a warrant for a purchase unless the purchase is made by the county purchasing agent or on competitive bid as provided by law….

(l)  The county purchasing agent may have assistants to aid in the performance of the agent ’s duties. A person who is authorized by the county purchasing agent to use a county purchasing card while making a county purchase is considered an assistant of the county purchasing agent to the extent the person complies with the rules and procedures prescribed for the use of county purchasing cards as adopted by the county purchasing agent under Subsection (o). The county purchasing agent and assistants may have any help, equipment, supplies, and traveling expenses that are approved and considered advisable by the board that appointed the agent.


(m) A person, including an officer, agent, or employee of a county or of a subdivision or department of a county, commits an offense if the person violates this section. An offense under this subsection is a misdemeanor punishable by a fine of not less than $10 or more than $100, by confinement in the county jail for not less than 30 days or more than one year, or by both the fine and confinement. Each act in violation of this section is a separate offense.


(n)  This section applies to all purchases of supplies,


materials, and equipment for the use of the county and its officers, including purchases made by officers paid out of fees of office or otherwise, regardless of whether the purchase contract is made by the commissioners court or any other officer authorized to bind the county by contract. An officer making a purchase out of fees of office in violation of this section may not deduct the amount of the purchase from the amount of any fees of office due the county.

(o)  The county purchasing agent shall adopt the rules and


procedures necessary to implement the agent ’s duties under this section subject to approval by the commissioners court. Notwithstanding Subsection (f) or other law, rules and procedures adopted under this subsection may include rules and procedures for persons to use county purchasing cards to pay for county purchases under the direction and supervision of the county purchasing agent.

Parker County Procurement Card Policy and Procedures

1.0
PURPOSE

To establish a methodology for use and to define the limits of use of County issued procurement cards provided to authorized personnel in order to make purchases of goods and/or services in work stoppage and other authorized circumstances.

2.0
GENERAL


2.1
ABBREVIATIONS




2.1.1
PCP:  Procurement Card Program


2.2
DEFINITIONS



2.2.1
Vendor:  A company from which a cardholder is purchasing goods or services under the provisions of this Policy.



2.2.2
Cardholder:  Personnel who have been issued procurement cards and who are authorized to make purchases in accordance with these procedures




2.2.3
Department Head:  This individual shall review and approve a cardholder’s monthly statement of account.




2.2.4
Coordinator:  The County Purchasing Agent is responsible for all program details, including all cardholder inquiries.




2.2.5
Statement of Account:  This is the monthly listing of all transactions by the cardholder, issued by the bank directly to the cardholder and the coordinator.




2.2.6
Requisitioner:  An employee who has a need for materials or services in a work stoppage situation that can be fulfilled only by a vendor.  Under this Procurement Card Program Procedure, a requisitioner may be a cardholder.

3.0
PROCEDURE



3.1
INTRODUCTION



3.1.1 
This program is being established in order to provide immediate access to goods and/or services in certain authorized situations. Proper use of the Procurement Card Program can dramatically shorten the processing time necessary in the traditional requisition process for certain identified purchasing areas.   Those requisitioners who have been issued procurement cards may now initiate a transaction in person within the limits of this policy/procedure and receive goods and services as authorized.  Payments to vendors will be made by the County Auditor’s office once a month at the end of the billing cycle after review and submission of all required documentation.



3.2.
RECEIVING A PROCUREMENT CARD



3.2.1
Only Department Heads/Elected Officials may propose personnel to be cardholders by sending a signed memo to the County Procurement Card Coordinator.




3.2.2
Since Commissioners Court shall designate the number of cards per department, this request will be either approved or denied after being placed on the Court agenda.  Commissioners Court may also authorize additions or deletions of personnel who have use of these cards.




3.2.3
In the event of any emergency, the Coordinator may request an increase or deletions of personnel having the use of these cards.  Either the Coordinator or the Auditor may retrieve and destroy cards as required to protect the County’s interests.




3.2.4
The proposed cardholder and the requesting Department Head/Elected Official shall be issued a copy of this procedure and will be required to sign a Cardholder Enrollment Form and an Employee Agreement.  This agreement indicates that the cardholder and the Department Head/Elected Official understand the procedures and the responsibilities of a Procurement Card Program cardholder.  The enrollment form indicates all information needed to set up the cardholder properly in the Procurement Card Program.


            3.2.5
The Coordinator shall maintain all records of procurement card requests, dollar limitations, cardholder transfers, and any lost/stolen/destroyed card information.



3.3
AUTHORIZED CREDIT CARD USE



3.3.1
The unique procurement card that the cardholder receives has his/her name embossed on it and shall be used ONLY by the cardholder.  NO OTHER PERSON IS AUTHORIZED to use the card.  The individual issued the card is responsible for the security and proper use of the card at all times. 



3.3.2
Cardholders must immediately report lost or stolen cards to the Procurement Card Program Coordinator.  Either the Coordinator or the Auditor will report cards lost, stolen, or used without the permission of the County.  Improper use or failure to properly secure a County Procurement Card may result in disciplinary action and/or termination of employment.



3.3.3
All purchases are contemplated to occur within the State of Texas or during County authorized travel within the United States and not in any foreign country.




3.3.4
Use of the procurement card shall be limited to the following conditions:





a)
The Procurement Card Coordinator will establish daily, monthly, and per transaction limits for the individual cards as appropriate and as determined by the application process.  Cardholders who find these limits unsatisfactory should consult the Coordinator or Auditor immediately for guidance.





b)
All items purchased shall be available immediately at time of procurement card use, with no backordering allowable.





c)
Purchases made with a County Procurement Card will not be split into multiple transactions to stay within the daily, monthly, or per transaction limits set by the Program Coordinator.  




d)
Procurement card purchases for registrations, meals, travel, or hotel expenses must be in compliance with existing travel policy or per diem rates unless pre-approved by the Procurement Card Coordinator or the Auditor.  Cardholders with special needs or situations should contact the Coordinator or County Auditor for guidance prior to using the card.




e)
Cardholder shall inform the vendor that goods/services are on a tax-exempt status and provide a copy of the County’s sales tax exemption form.


3.4
UNAUTHORIZED PROCUREMENT CARD USE



3.4.1
The procurement card SHALL NOT BE USED for the following:





a)
Personal purchases.




b)
Any purchase in excess of the established daily, monthly, or per transaction limits set for the cardholder unless prior approval has been obtained from the Coordinator or County Auditor.





c)
Entertainment expense.





d)
Cash advances.





e)
Telephone calls/monthly service. 





f)
Department Heads/Elected Officials may enact a more restrictive policy regarding usage of cards in their respective department.




3.4.2
A cardholder who makes unauthorized purchases, carelessly uses the procurement card, or fails to turn in the appropriate documentation may be liable for the total dollar amount of such unauthorized purchases, plus any administrative fee charged by the bank in connection with the misuse.  The cardholder will also be subject to disciplinary action and potential termination from his/her job.  This is further described in Section 4.6.



3.5
MAKING A PURCHASE




3.5.1
Cardholders will be authorized to make specific purchases of fuel via the Fuel Procurement Card for County vehicles for authorized travel outside of the immediate Parker County area and for fuel types that cannot be obtained at the Precinct fueling locations.  NOTE:  PRECINCT FUELING LOCATIONS SHOULD ALWAYS BE THE FIRST CHOICE FOR FUELING COUNTY VEHICLES.  THE FUEL PROCUREMENT CARD SHOULD ONLY BE USED IN INSTANCES WHERE USE OF THE COUNTY FUELING LOCATIONS IS NOT POSSIBLE OR PRACTICAL.   Cardholders may also be authorized to make other travel related purchases in compliance with the County Travel Policy and per diem rates using a State of Texas Procurement Card.  Any other use of the Procurement Card must be authorized in advance by the Program Coordinator. 




         Cardholders must obtain and retain for record keeping purposes a hard copy receipt for each purchase made with the card.  The receipt should be a detailed receipt which includes the name of the merchant/vendor and address, the date of service or purchase, and a description of the goods/services purchased and quantities with unit prices.  Failure to obtain a written receipt is a violation of this policy and could result in the cardholder being held personally responsible for the charges.


                                    Cardholders should enter a Requisition into the County Financial System once a purchase has been made with the card.  The vendor should be the appropriate Procurement Card vendor.  The Requisition should contain information related to the purchase sufficient to indentify it and match it to the monthly statement.



3.6
PROCUREMENT CARDS




3.6.1  Only departments, which have been pre-approved by Commissioners Court, shall be allowed to have procurement cards regardless of the type of card.




3.6.2 All procurement cards are to be kept in a secure location at all times.  The Elected Official and/or Department Head is responsible for insuring the security of cards assigned to their department and that expenses charged to the cards are appropriate to county business.  No personal use of County procurement cards will be permitted.  Violators shall be subject to immediate disciplinary action including termination from employment.




3.6.3 Employees who use the cards are personally liable for all expenses, which are incurred and not approved by the Purchasing Agent or Auditor.



3.7   CARDHOLDER RECORD KEEPING



3.7.1
Whenever a procurement card purchase is made over the counter, documentation shall be retained as proof of the purchase.  Such documentation will be used to verify the purchases listed on the cardholder’s monthly statement of account and must contain specific information of each item purchased.




3.7.2
When the purchase is made over the counter, the cardholder shall retain the invoice and original “customer copy” of the charge receipt.  Prior to signing this slip, the cardholder is responsible for making sure that the vendor lists the quantity and fully describes the item(s) on the charge slip.  The transaction’s details should also be added to the cardholder’s “Purchasing Log” (Attachment 3).  

                      3.7.3    Purchases made on-line using a County Procurement card must also be supported by copies of applicable transaction information.  The cardholder should print copies of all available documentation related to the purchase to attach to the “Purchasing Log” and save electronic copies for future reference when possible.


                     3.7.4     Cardholders should create a Requisition in the County Financial System for each purchase made with the procurement card as soon as possible.  The vendor should be the issuer of the procurement card.  Information should be included on the requisition to indicate the name of the business entity from whom the purchase was made, the nature of the purchase, any applicable quantities and unit and total prices.  Once approved, the Purchase Order should be maintained in file with other purchase documentation pending receipt of the monthly statement for reconciliation and processing.


3.8   REVIEW OF MONTHLY STATEMENT



3.8.1
At the end of each billing cycle, the cardholder shall receive from the bank his/her monthly statement of account that will list the cardholder’s transaction(s) for that period.




3.8.2
The cardholder shall check each transaction listed against his/her purchasing log, receipts, Purchase Orders, and any shipping documents to verify the monthly statement.




The original sales documents (packing slip, invoice, cash register tape, and credit card slips, etc.) for all items listed on the monthly statement MUST be neatly attached, in purchasing log sequence, to the statement.  This data attachment is critical to enable audit substantiation.  FAILURE TO ADHERE TO THIS REQUIREMENT WILL LEAD TO REVOKATION OF PROCUREMENT CARD PROGRAM PARTICIPATION The careful matching of complete support documents to the log and then to the statement is vital to the successful use of this program.




After this review, the cardholder shall sign the statement, and present the monthly statement, Purchase Orders, and all related documentation to his/her Department Head for approval and signature.  The cardholder shall verify that the reviewed and approved statement is forwarded to the Procurement Card Coordinator, for incorporation with other cardholders’ statements to be reconciled with a monthly summary provided by the bank.  The Procurement Card Coordinator will establish deadlines for submitting all required documentation for the payment process.  Failure to meet the established deadlines may result in revocation of the procurement card.



3.8.3
The Department Head shall check the cardholder’s monthly statement and purchasing log and confirm with the cardholder the following items as a minimum:


· Receipts and Purchase Orders exist for each purchase.


· The goods were received or the services were performed.


· The cardholder has complied with applicable procedures, 
including this Procurement Card Program procedure.




The Department Head’s signature/approval of a cardholder’s monthly statement indicates that the cardholder was authorized to make those purchases and those purchases were made in accordance with the applicable procedures.




3.8.4
The cardholder shall review the monthly statements and secure his/her department head’s approval within the time frame specified by the Program Coordinator. Approved monthly statements and appropriate logs and documents shall be forwarded immediately to the Procurement Card Coordinator.




3.8.5
Purchasing Card Returns — If an item is not satisfactory, received wrong, damaged and/or defective, duplicate order, etc., the cardholder should make contact with the vendor to explain the problem and inquire about return policies.




3.8.6
If the cardholder is disputing a charge, he/she shall complete a Dispute Form and include it with the statement package to the Coordinator.


     
If a charge has been disputed and a credit voucher received, the cardholder shall verify that this credit is reflected on the monthly statement.




If purchased items or credits are not listed on the monthly statement, the appropriate transaction documentation shall be RETAINED by the cardholder until the next monthly statement.  If the purchase or credit does not appear on the statement within 60 days after the date of purchase, the cardholder or approving supervisor shall notify the Coordinator.




3.8.7
If items purchased by the use of the procurement card are found to be unacceptable, the cardholder is responsible for obtaining replacement or correction of the item as soon as possible.  If the vendor has not replaced or corrected the item by the date the cardholder receives his/her monthly statement, then the purchase of that item will be considered in dispute and the appropriate dispute forms must be completed.


3.9
MONTHLY SUMMARIES



3.9.1
Monthly Account Billing Summaries, listing all transactions, shall be produced by the issuing bank and sent to the Coordinator and approving Department Head/Elected Official.  These listings will allow the department heads to track their cardholder’s activities and act as a checklist for the Coordinator to anticipate which approved monthly statements are due from which cardholders.




More than two (2) reminders to a cardholder that an approved monthly statement is delinquent will be grounds for withdrawing the credit card from that user.



3.10
CARD SECURITY



3.10.1
It is the cardholder’s responsibility to safeguard the credit card and account number in all circumstances.



The cardholder must not allow anyone to use his/her account number.  A violation of this trust will result in that cardholder having his/her card withdrawn and disciplinary action.



3.10.2
If the card is lost or stolen, the cardholder shall immediately notify the issuing bank at the number provided with the card.  IT IS IMPERATIVE THAT THIS BE DONE TO PROTECT THE COUNTY’S FINANCIAL INTEGRITY.  FAILURE TO DO SO COULD RESULT IN THE CARDHOLDER BEING HELD FINANCIALLY RESPONSIBLE FOR ANY UNAUTHORIZED CHARGES.  Representatives are available 24 hours a day.  Cardholder must advise the representative that the call is regarding a lost or stolen procurement card and should be able to provide information regarding the card.



The Coordinator must also be notified immediately.




3.10.3
A new card shall be promptly issued to the cardholder after the reported loss or theft.  A card that is subsequently found by the cardholder after being reported lost shall be turned in to the Procurement Card Program Coordinator who will ensure that it is destroyed.



3.11
CARDHOLDER TRANSFER/SEPARATION



3.11.1
Prior to transfer to another County department or separation from County employment, the cardholder shall surrender the County procurement card, current procurement card purchasing log, and supporting documentation to his/her Department Head.  Upon its receipt, the Department Head will review, approve, and forward to the Procurement Coordinator the month end credit card statement and turn in the card to the Program Coordinator for destruction.  


- - 1 - -
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REQUEST FOR PROCUREMENT CARD 
EXHIBIT #1 


 
TO: Deena Nichols, Purchasing Agent and Procurement Card Program Coordinator 
 
FROM:            
                     Department Name                                                 Department Number  
 
SUBJECT:  Request for Procurement Card 
 
I request the following employee be issued a County Procurement Card for the following 
purpose: 
 


Purchase of Fuel the type of which is required by the County Vehicle assigned 
and which cannot be obtained at a County fueling station. 
 
Purchase of Fuel for as assigned County Vehicle while traveling on County 
Business in an area not serviced by the County fueling stations. 
 
Purchases related to travel for approved County business 
 
Other approved County purchases with written authorization from the County 
Purchasing Agent.  


 
Full Name of Employee (print):         
 
Employee Signature:           
 
Employee Title:             
 
Suggested Daily Transaction $ Limit:           ______________   


Suggested Monthly Transaction $ Limit:      _______________ 


 


Restrictions/Special Instructions:         


 


             


 


REQUESTED BY:       Date:    


   Signature of Elected Official/Department Head 
 
 
APPROVED BY:       Date:    
   Signature of Purchasing Card Administrator 
 
 
Copy: Designated Cardholder 
 Elected Official/Department Head 
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		Employee Title: 

		Suggested Daily Transaction  Limit: 

		Suggested Monthly Transaction  Limit: 

		RestrictionsSpecial Instructions: 

		Department Name: 

		Department Number: 

		Full Name of Employee: 

		RestrictionsSpecialInstructinos2: 

		Date 1: 

		Date 2: 

		Check Box1: Off

		Check Box2: Off

		Check Box3: Off

		Check Box4: Off








EMPLOYEE PROCUREMENT CARD AGREEMENT 


Exhibit #2 


I, ____________________________________________, employee number ___________, 
hereby acknowledge my receipt of a Procurement Card, hereafter the Card for the following 
purpose(s) only: 
 


Fuel Purchases for County Vehicle When Authorized for County Travel Outside the 
immediate Parker County Area. 


 
Fuel Purchases for a County Vehicle Requiring a Fuel Type Not Available From a        
County Precinct Fueling Station. 


 
Travel and Training Expenses as Authorized under the County Travel Policy 


 
Purchasing Activities as Authorized by Statute and Commissioners’ Court. 


 
 As a cardholder I agree to comply with the following terms and conditions 
regarding my use of the Card. 
1. I understand that I am being entrusted with the Card and will be making financial 


commitments on behalf of the County. 
2. I understand that the County is liable to the card issuer for all charges made on the Card.  


I understand that I am liable for all unauthorized charges and for those not in compliance 
with this Agreement or with the Parker County Procurement Card Policy/Procedures 
Manual, hereafter the Manual. 


3. I agree to use this Card for purchases in compliance with the manual and agree not to 
make purchases in violation of the policy set forth in the Manual.  I understand that the 
County Auditor will audit the use of this Card and that appropriate actions will be taken to 
enforce this agreement and violations of the Manual. 


4. Failure to follow the procedures set forth in this Manual may result in the revocation of my 
use of the Card and other possible disciplinary actions. 


5. I have received a copy of the Manual and understand the requirements of the Card’s use. 
6. I agree to return the Card immediately upon request or upon transfer or termination of my 


employment (including retirement). 
7. If the Card is lost or stolen, I agree to notify the Purchasing Agent and the issuing bank 


immediately.  If the Card is used in a manner not authorized by the manual, I agree to 
notify the Purchasing Agent immediately. 


8. I understand that the burden of proof will be upon me to show that the items purchased 
were in compliance with the policy as set forth in the Manual. 


9. Purchases made in violation of the policy as set forth in the Manual will subject me 
to liability for the total dollar amount of such unauthorized purchases. 


 
 
 
____________________________________________________________________________ 
Employee Signature                              Department                                      Date 
 
 
 
____________________________________________________________________________ 
Elected/Appointed Official or Department Head                                                               Date 
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		Department: 

		Date: 

		Date_2: 

		Employee number: 

		Employee Name: 

		Fuel Purchases 1: Off

		Fuel Purchases 2: Off

		Travel & Training: Off

		Purchasing Activities: Off








MONTHLY TRANSACTION LOG 
EXHIBIT #3 


 
 


This form should be attached to monthly billing statement with all receipts, packing slips, 
invoice copies, purchase orders, etc. 


 
Cardholder   Department   Billing Cycle   
 
 


Order  Item    
Date Vendor Description/Odometer 


Reading 
Cost Purchase Order 


     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
  GRAND TOTAL   
 
                                                                           
I certify that the above listed items have been purchased by me for the sole and 
exclusive use of Parker County in compliance with the Parker County Procurement 
Card Policy and Procedures Manual.   
 
 
Cardholder Signature   Date   
 
 
Elected Official/  Date   
Department Head Approval 
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		Cardholder: 

		Department: 

		Billing Cycle: 

		DateRow1: 

		VendorRow1: 

		DescriptionOdometer ReadingRow1: 

		CostRow1: 

		Purchase OrderRow1: 

		DateRow2: 

		VendorRow2: 

		DescriptionOdometer ReadingRow2: 

		CostRow2: 

		Purchase OrderRow2: 

		DateRow3: 
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		Purchase OrderRow3: 

		DateRow4: 
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		DateRow5: 
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		CostRow5: 

		Purchase OrderRow5: 

		DateRow6: 

		VendorRow6: 

		DescriptionOdometer ReadingRow6: 

		CostRow6: 

		Purchase OrderRow6: 

		DateRow7: 

		VendorRow7: 

		DescriptionOdometer ReadingRow7: 

		CostRow7: 

		Purchase OrderRow7: 

		DateRow8: 

		VendorRow8: 

		DescriptionOdometer ReadingRow8: 

		CostRow8: 

		Purchase OrderRow8: 

		DateRow9: 

		VendorRow9: 

		DescriptionOdometer ReadingRow9: 

		CostRow9: 

		Purchase OrderRow9: 

		DateRow10: 

		VendorRow10: 

		DescriptionOdometer ReadingRow10: 

		CostRow10: 

		Purchase OrderRow10: 

		DateRow11: 

		VendorRow11: 

		DescriptionOdometer ReadingRow11: 

		CostRow11: 

		Purchase OrderRow11: 

		DateRow12: 

		VendorRow12: 

		DescriptionOdometer ReadingRow12: 

		CostRow12: 

		Purchase OrderRow12: 

		DateRow13: 

		VendorRow13: 

		DescriptionOdometer ReadingRow13: 

		CostRow13: 

		Purchase OrderRow13: 

		DateRow14: 

		VendorRow14: 

		DescriptionOdometer ReadingRow14: 

		CostRow14: 

		Purchase OrderRow14: 

		DateRow15: 

		VendorRow15: 

		DescriptionOdometer ReadingRow15: 

		CostRow15: 

		Purchase OrderRow15: 
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		VendorRow16: 

		DescriptionOdometer ReadingRow16: 

		CostRow16: 

		Purchase OrderRow16: 

		DateRow17: 

		VendorRow17: 

		DescriptionOdometer ReadingRow17: 

		CostRow17: 

		Purchase OrderRow17: 

		GRAND TOTAL: 0

		Date: 

		Date_2: 





