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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

State of Georgia Purchasing Card Program
General 
The Purchasing Card is a VISA® credit card issued by Bank of America (BOA) for the State of Georgia.  The State of Georgia Purchasing Card is the property of the State of Georgia and is to be used only for State business purposes.  The Technical College System of Georgia (TCSG) or individual Technical College (College) is responsible for purchases made with the card, which will then be charged back to the specific Entity’s budget.  Although the card is issued in an individual’s name, its use does not affect personal credit in any way.  Cardholders should be aware that abuse of the Purchasing Card or failure to follow the procedures established for the TCSG or the College Purchasing Card Program may result in revocation of card privileges or other disciplinary action.
Steps to Establishing a Purchasing Card Program
1) Contact the Georgia Department of Administrative Services Purchasing Card Program Manager to notify the individual of your interest in establishing a purchasing card program at your college.  The manager will contact the appropriate Bank of America representative who will assist the college in completing the appropriate paper work and to set up WORKS Payment Manager at the college.  WORKS is the mandatory web-based application that connects payment management automation with the global VISA payment networks.

2) Designate a Purchasing Card Program Administrator and Program Coordinator based on definitions in the TCSG Purchasing Card Policies and Procedures manual.   One individual may hold both positions, but must abide by the restrictions set forth in the TCSG manual.  Also, determine which employees will have purchasing cards and the limits each employee will have on their cards.

3) Obtain the appropriate approval of a local Purchasing Card Policies and Procedures Manual.   You may use the TCSG Purchasing Card Policies and Procedures Manual as an example.  The College’s manual may be more restrictive than the TCSG manual. 
4) Develop and conduct Purchasing Card Orientation Training for all employees determined to purchasing cardholders.
Monthly Procedures 

1)  Obtain all purchasing cardholder statements and supporting documentation that have been signed by the cardholder and approved by their direct supervisor.  Use the appropriate forms as illustrated in the TCSG polices and procedures manual.
2) Review each individual charge made during the cycle and assign the appropriate chartfields.  
3) Once the coding has been completed, reviewed and approved by the appropriate personnel, the information will then be entered into Peoplesoft.  The information can be entered into Peoplesoft as one single voucher or separate vouchers if necessary.

4) See the TCSG Policies and Procedures Manual section 2.2 titled “Internal Controls – Segregation of Duties” and section 3.4 titled “Reconciling Monthly Statements” for more detail.

Training

It is mandatory that each entity develop and conduct Purchasing Card Orientation Training for all new cardholders.  At the time of orientation training, have the new cardholders read and sign the required Purchasing Card Agreement.  Each entity must also develop and conduct annual Purchasing Card Refresher Training for all cardholders and maintain a listing of all participants.  
Recommended items for training include:

·  the local approved Purchasing Card Policies and Procedures manual

·  all required purchasing card forms, and

·  monthly schedule of when items are due to Administrative Services
Year-End Procedures

To ensure that purchasing card transactions are accounted for in the correct accounting period, purchasing card activity may be limited at year end.  You may do this by:

· Sending a year end purchasing card memorandum to all purchasing card holders notifying them of cut off dates, limited users, reduced limits, etc…
· Reducing all or certain purchasing cards limits in WORKS to $1.00 until July 1 of the following fiscal year.

Prior to the end of each fiscal year TCSG System Office will provide each Technical College with a uniform timeline for completing the year end close procedures.
All local procedures and policies must be in compliance with the TCSG Purchasing Card Policies and Procedures Manual.
