
PROCUREMENT CARD 
POLICY AND PROCEDURE 

 
 
INTRODUCTION 
 
The Procurement Card Program developed by the Office of State Controller is designed to allow 
state agencies to make small purchases via the use of a Procurement Card (credit card).  The 
Procurement Card Program allows the agency to gather and manage accounting information 
needed from credit card transactions after a charge has taken place.  Payments are made to the 
vendors via the VISA settlement system, normally within 48 to 72 hours.  There is no additional 
charge for the use of the card. 
 
BENEFITS 
 
 Increased control of expenditures through complete and timely reporting 
 Visa card is widely accepted 
 The number of small dollar purchase orders will be reduced, allowing purchasing staff to 

concentrate on higher dollar and more complex procurements 
 The number of invoices received will decrease and one payment will be made monthly 
 The delivery process for items can be expedited due to the quick ordering process 
 The agency will qualify for discounts because payments can be more timely 

 
ROLES 
 
Department Procurement Card 
Administrator 

The person responsible for all Procurement Card Program 
details, including all Cardholder inquiries.  This person will 
act as a liaison between the Bank and the Division, working 
with the Division Card Administrator in the initial setup and 
maintenance of the Division account. 

Division Card Administrator The person responsible for submitting requests for the 
enrollment, maintenance and cancellation of cards/accounts 
for Department Procurement Card Administrator. 

Approving Supervisor Individual who reviews and approves a Cardholder’s 
monthly statement of account. 

Cardholder Full-time permanent State employee who has been 
authorized to make purchases in accordance with the 
established Policies and Procedures of our agency. 

Contractor Bank awarded the Procurement Card Program. 
Requisitioner An employee who has a need for products that can only be 

secured by a vendor.  Under this procedure, a requisitioner 
may be a Cardholder. 

Reconciler An authorized person who has the security to reconcile all 
transactions in the Procurement Card Module.  The 
Reconciler is responsible for ensuring that each detailed 
transaction receipt has the proper signatures and that the 
receipts are attached to the statements for filing. 
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Payer An accounts payable person responsible for creating the 
invoice and submitting payment through NCAS to the bank.  
This person has the final responsibility to verify account 
numbers and purchases made. 

Vendor A company from which a Cardholder is purchasing products 
and/or equipment under the procurement provisions of this 
procedure. 

Purchase Limit A dollar limit per transaction and per month limitations are 
assigned to each Cardholder.  The limitations may vary 
depending on the card usage.  The standard single transaction 
amount is $500.00 for Open Market Purchases and $500.00 
for State Term Contracts including taxes and freight.  The 
monthly limit is $2,500.00.  Any deviations from the 
standard limitations must be pre-approved by the Controller. 

Statement of Account A monthly listing of all transactions by the Cardholder issued 
by the bank, which is sent directly to the Cardholder. 

Central Bill The monthly statement for the Division sent directly to the 
Division contact.  It includes a compilation of all charges 
made by division Cardholders during the billing cycle. 

 
CARD SECURITY 
 
It is the Cardholder’s responsibility to safeguard the Procurement Card and account number to 
the same degree that a Cardholder safeguards his/her own personal credit information.  The 
unique Procurement Card that the Cardholder receives has his/her name embossed on it and shall 
ONLY be used by the Cardholder.  NO OTHER PERSON IS AUTHORIZED to use that card.  
Cardholders may make transactions on behalf of others in their division.  However, each 
Cardholder is personally responsible and held accountable for the usage of his/her card.  Please 
note that the Vendor may not accept a card from someone other than the Cardholder. 
 
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 which may 
include termination. 
 
If the card is lost or stolen, the Cardholder shall immediately notify the bank at the number on 
the back of the Procurement Card.  Representatives are available 24 hours a day.  Advise the 
representative that the call is regarding a VISA Procurement Card.  The Division contact as well 
as the Department Procurement Card Administrator should be notified. 
 
The Cardholder shall not be personally held liable for charges incurred from a lost or stolen card. 
 
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 forwarded to the 
division coordinator to be destroyed. 
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PROCEDURE 
 
Issuance of Card 
 

a. A new Cardholder Enrollment Form is completed and approved by the Division Card 
Administrator and forwarded to the Department Procurement Card Administrator. 

b. The Cardholder must sign an agreement stating that the procedures and responsibilities 
associated with having a Procurement Card have been explained and understood. 

c. Each Cardholder and approving Reconciler/Supervisor shall attend training provided by 
the Division Card Administrator before issuance of the Card. 

 
Use of Card 
 

a. The Cardholder is the only individual authorized to make purchases using the Card. 
b. The Card does not supersede any State Purchasing and Contract rules that are already in 

place.  Items on State Term Contracts must still be purchased from the contract.  The 
Division Purchasing Agent can assist, if needed, with State Contract Items. 

c. When a purchase is made, the Cardholder must obtain an itemized receipt.  The 
Cardholder is responsible for ensuring the Vendor lists the quantity, fully describes the 
item(s) and includes sales tax (as applicable) on the receipt. 

d. Purchases that are phoned in must have an itemized detail receipt included with items 
shipped.  A packing slip will not suffice. 

 
Cardholder Reconciliation Procedures 
 

a. The Cardholder must make a copy of each itemized receipt and file.  Upon receipt of the 
materials, the Original Itemized Receipt must be signed and dated by the Cardholder 
with the “county of purchase,” letters “STC” for State Term Contract Items and “R” for 
Recycled.  Forward receipt to the Supervisor who approves the purchase with their 
signature, who then forwards the receipt to the Reconciler (Budget Office) within 2 to 3 
business days of receipt. 

b. Each Cardholder will receive from the Bank a monthly statement of his/her account. 
c. The Cardholder shall check each transaction listed on the monthly statement against the 

receipt copies to verify the monthly statement charges, sign and date the statement, then 
forward the statement to the Supervisor.  The Cardholder must submit the statement to 
the Approving Supervisor within 2 business days of receipt.  The Supervisor shall 
approve the statement with signature and date, and then forward the statement to the 
Reconciler within 2 business days from receipt of monthly statement.  There shall be no 
undocumented transactions; all transactions must have itemized receipts. 

d. Upon receipt of itemized receipts with approved signatures, the Reconciler reconciles the 
transactions within 2 to 3 business days in the North Carolina Accounting System using 
the appropriate Company, Account, Center and County of Purchase information. 

e. After reconciling in the NCAS, the Reconciler will file the receipts by name; therefore, 
when the monthly statement for the employee arrives, the Reconciler will attach all 
receipts matching the statement and file for a period of five years in an accessible place. 
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f. If a receipt is lost, the Cardholder must work with the Vendor to obtain a copy.  If the 
receipt cannot be obtained from the Vendor, then the Approving Supervisor must 
document actions taken before approving the statement for payment. 

 
Reconciliation Procedures for Returns/Problems 
 

a. If the items(s) purchased are unacceptable, damaged and/or defective, the Cardholder 
should work with the Vendor to correct the problem as soon as the Cardholder is aware of 
the problem. 

b. If an item or items have been returned for credit, the Cardholder shall obtain an itemized 
receipt and verify that the credit is reflected on the monthly statement.  When the 
Cardholder receives a credit, the receipt should be signed and dated and forwarded to the 
Supervisor within 2 to 3 business days.  The credit receipt should be signed and dated by 
the Supervisor and forwarded to the Reconciler within 2 business days.  The Reconciler 
will reconcile the transaction within 2 to 3 business days.  If a purchase or credit does not 
appear on the statement within two statement periods after the transaction, the Cardholder 
shall notify the Supervisor, who will in turn notify the Division Card Administrator.  The 
Division Card Administrator will work with the Department Card Administrator for 
resolution. 

 
Making a Purchase 
 

a. Procurement procedures permit a purchase of products if their value is within the limits 
set for the Cardholder and are made from “vendor of choice,” however State Term 
Contracts and Hub Vendor List must be checked.  However, it is also the current DPS 
purchasing policy to seek competition and the lowest prices within the parameters of 
quality and delivery. 

b. State Term Contracts can be checked at the Department of Administration, Purchase and 
Contract website:  Please ask your purchasing office if you have questions about the 
contracts; some have minimum orders, etc. 

c. Hub Vendors can be found for your area by completing the form at the website. 
 
Making Purchases Over the Telephone 
 

a. It is acceptable to place orders over the phone using the P-Card. 
b. Before you order over the phone, verify that the Vendor can immediately fax you a 

detailed receipt, which should include the following: 
 Vendor name and address, date, quantity, full description of item(s), and price of each 

individual item. 
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Making Purchases Online 
 

a. It is acceptable to place orders online using your P-Card; however, please remember the 
following IMPORTANT INTERNET SAFETY TIP.  When placing orders online (with 
your P-Card or your personal cards), look in the address bar at the top of the screen.  For 
security purposes you should only buy from websites that begin with https:// as they are 
secure.  The difference between http:// and https:// is the security level.  The http:// means 
Hyper Text Transport Protocol (a protocol is basically a language); it is a way for the 
website to communicate with the person using the website.  With http:// websites, anyone 
can view and understand the language that is being spoken between the person using the 
website and the website.  If you submit forms containing personal information to that 
website, anyone can view and understand their contents.  The https:// website, just as the 
‘s’ implies, is a secure protocol (language); it is encoded so that it is not able to be 
‘understood’ by everyone. 

***It is extremely important to only use websites whose address begins with https:// NOT http://*** 
 

When a Purchase is Made Over the Counter 
 

a. The Cardholder shall retain the invoice and “customer copy” of the charge receipt.  The 
following information should be listed on the receipt.  Please remember that “thermal 
receipts” should be handed in as soon as possible so that all information will remain 
intact for accounting purposes.  It is highly recommended that thermal receipts be copied 
immediately. 
 Vendor name and address 
 Date 
 Quantity 
 Full description of item(s) 
 The NCAS expenditure account the purchase should be charged to 

 
Do’s and Don’ts 
 
Do’s 
 
Essentially you should make the same types of purchases with the Procurement Card that you 
currently make.  You should continue to follow all Purchasing Rules and Regulations. 
 
The following are examples of potential purchases that can be made with the card: 
 Office supplies 
 Cleaning supplies 
 Facilities maintenance repair operation supplies 
 Auto fleet maintenance repair operation supplies (not motor fleet vehicles) 
 Small equipment items 
 Other miscellaneous repair parts 
 State/term contract items 
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Remember:  Term contracts constantly change, so if there are any questions regarding your 
purchase you should contact your Purchasing Office for guidance. 
 
Don’ts 
 
X Personal purchases 
X Cash advances/reimbursements 
X Telephone calls/monthly services 
X Purchases over the Cardholder’s transaction limit (controlled by the system) 
X Meals, travel and entertainment (the card is not to be used for business travel or entertainment) 
X Memberships requiring approval 
X Contractual or consulting services (includes repairs) 
X Motor Fleet Vehicles – services, gas, etc. 
 
Misuse or Abuse of the Card 
 
If a Cardholder is making unauthorized purchases for which the card is not intended–such as 
travel and entertainment or any other item on the DON’T list–he/she may be liable for the total 
dollar amount of such unauthorized purchases plus administrative fees charged by the bank in 
connection with the misuse.  The Cardholder may be subject to one of the following actions 
depending on the severity and repetitiveness of the violation: 
 
• Cardholder advised to stop using the Procurement Card outside of policy.  Cardholder and 

Cardholder’s Manager will be notified of the infraction by the Division Program 
Administrator.  The Cardholder will also be advised of card cancellation if further violations 
occur. 

• Card cancellation for a term of six months.  The Human Resources Office and the 
Cardholder’s Manager will be notified of the violation and the cancellation of the card.  
Reinstatement of the card will be granted after the six (6) month term only upon concurrence 
of the Cardholder’s Manager. 

• Permanent cancellation of the Procurement Card.  Removal of the Cardholder’s buying 
authority and appropriate disciplinary action up to and including termination. 

 
Misuse or abuse of the Procurement Card will reduce the effectiveness of the program.  Vital 
statistical and managerial reporting relies on the appropriate use of the Procurement Card as   
stipulated in this guide. 
 
If FRAUD is detected, the following steps will be taken: 
 
 Immediate cancellation of the Procurement Card 
 Removal of the Cardholder’s buying authority 
 Termination of employment 
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