PRINCIPIA PURCHASING CARD POLICIES and PROCEDURES


 (Name), (campus), (dept) , acknowledges receipt of a UMB Purchasing Card with a limit of $xx.

1. 
Principia’s Auditors request that you follow these procedures:

· Keep all your original receipts.

· Attach the receipts to your monthly statement.

· Keep your statements and receipts in a secure location, as Accounting will request this information for audit approximately every year. Keep all receipts for seven (7) years from date of purchase.

· Receipts for food and entertainment purchases should have additional commentary on the receipts detailing the business purpose of the activity and listing the attendees.

2. Principia is a tax exempt organization. We do not pay sales tax in Missouri or Illinois, nor do we reimburse employees for sales tax in these states. Copies of our tax-exempt letters are available on the Purchasing website at www.prin.edu/purchasing. Sales tax that is included on credit card transactions that could have been exempted will be charged back to the employee for reimbursement to Principia. If a merchant refuses to remove the sales tax, please contact Sara Thorndike, Accounting Director (x3103), so Accounting can work with the merchant and remove the charge placed on your personal master account.

Principia is also exempt from sales and use tax in New York and Tennessee. In Florida, Principia is exempt "from the payment of sales and use tax on real property rented, transient rental property rented, tangible personal property purchased or rented or services purchased." In Hawaii, Principia is exempt "from payment of general excise taxes", however, we do have to pay the "4% sales tax" on any purchases.
3. Please instruct the vendor to send any invoice or statement to your attention, not to Principia’s Accounts Payable department.

4.
This card has been issued for your use only. You are responsible for all transactions.

5.
Personal purchases are not allowed. 

6. 
The following purchases can be made with your Purchasing Card.  

· Office supplies (see the Purchasing web site for details)
· Airline tickets

· Books

· Educational supplies 

· Furniture – draperies, area rugs, chairs, etc

· Travel expenses for conferences or seminars, including meals, hotels, and fuel

· Fuel should not be purchased for local travel for either a Principia or personal vehicle

· Fuel receipts for travel must have a description listing the departing and destination cities

· Subscriptions to C.S.P.S. publications

· Bus charters or tours

· Extended warranties and service agreements (unless you have checked with Purchasing first)

· Electronic equipment including fax machines  (but not computers, software, printers, or speakers which must be purchased through CIS)

_____________________________________________________________________________________

7. 
The following items cannot be purchased with your credit card unless you receive specific permission by Purchasing, CIS or your budget manager to do so:

· Cell phones 

· Personal Digital Assistants (These are taxable. Please call Sara Thorndike x3103)
· Computer Equipment – i.e. computers, software, printers, speakers – Call CIS
· Certain chemicals and paint products

· Cash advances, travelers checks, wire transfers, money orders (unless specifically authorized for Abroads or other reasons)
· Freight, trucking and/or moving services

· Personal purchases 

· Employment agency/temporary help services

· Independent contractor and personal services

· Purchase of services performed on campus

8.
When placing Internet or phone orders, document your Internet transactions as you would all other purchases and keep copies of your order confirmation and receipt with your monthly account statement.  When ordering items that will be shipped directly to Principia, ask that your name be on the front of the package to insure proper delivery. Returns, order changes, and credits are your responsibility. It is good security practice to avoid, if possible, transmitting your purchasing card number either by fax or email. If you are requested to do so, send only pertinent information without the card number via fax or email and then call the vendor with the card number.

9. 
The Accounting Department is responsible for paying your monthly statement, auditing your account, and answering questions you may have about the software used to properly code transactions to ensure they are put into Banner properly. 

10. The Purchasing Department is responsible for ordering cards, maintaining the relationship with the card vendor, assisting with fraud claims, and closing accounts. 

11. You are responsible for initiating termination of your card when you leave Principia's employ by calling Purchasing prior to your departure and returning your card to Purchasing directly. 

12. Individuals will receive monthly statements of their card accounts and are expected to immediately notify Purchasing of any discrepancies.  The individual cardholder should not pay UMB, nor (with some exceptions) contact UMB directly about their individual account, as that is Purchasing’s responsibility. 

13. All charges made to a card are debited to the organization number to which that card is connected unless changed by the cardholder using the Visa InformationManagement/Visa Information Source (VIS) online software. Every transaction defaults to an account code.  If the software cannot determine a proper account code to use, the transaction defaults to account 7813.  It is the cardholder’s responsibility to look at each transaction every month to verify that the account number chosen is correct and to move any transactions that post to account 7813.  If a cardholder does not make the necessary corrections for three or more months, we may require the cardholder to attend a user retraining session.

14. Security and Fraud —UMB may suspend your account temporarily, without notifying Principia before doing so, if UMB suspects fraud or improper use on your card.  If your card appears to be suspended, call Rich Allen or Roberta Day in Purchasing immediately, even during non-business hours at the numbers below. We will attempt to call UMB as soon as possible to have the card turned back on or replaced.  If possible when traveling, try to have a personal credit card for backup. 

15. From time to time Principia may change its Purchasing card policies. When you have been notified of such changes either by email or other means, they become part of this letter and you agree to abide by such changes.

16. Use the following information to activate your card:

Call the number from the sticker on the front of your card. The “last four digits of your social security number” (which is what the operator will ask you to provide) are your Principia phone extension XXXX. 
Principia billing addresses are as follows:

     For Elsah: 
Principia College

For St. Louis: 
The Principia

1 Maybeck Place



13201 Clayton Rd.



Elsah, IL 62028



St. Louis, MO 63131




618-374-2131




314-434-2100

Please feel free to contact Purchasing or Accounting if you have any questions. We are happy to help.

Important Purchasing Contact Information:

Rich Allen, 314-514-3110 (work), 314-878-4985 (home), 314-680-6030 (cell),

email: rich.allen@principia.edu 

Roberta Day 314-275-3520 (work), 636-458-2704 (home), 314-660-9431 (cell)

email: roberta.day@principia.edu 

If your card is lost or stolen, please call UMB  at 1-800-821-5184 or Visa at 1-800-VISA-911. 

I accept and agree to abide by the policies and procedures listed above.

___________________________    

__________________________

(Signature)



  

(Print)


Date____________________
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