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AGENCY: _DEPARTVENT_OF ADMINISTRATION TITLE NUMBER: 148

AMENDMENT TO AN EXISTING RULE: YES___, NO_&.
IF YES, SERIES NUMBER OF RULE BEING AMENDED:

TITLE OF RULE BEING AMENDED:

IF NO, SERIES NUMBER OF NEW RULE BEING PROPOSED: /

TITLE OF RULE BEING PROPOSED: ___STATE PURCHASING PROGRAM
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THE ABOVE RULE HAS BEEN AUTHORIZED BY THE WEST VIRGINIA LEGISLATURE.

AUTHORIZATION IS CITED IN (house or senate bill number) House Bill 2317

SECTION §64-2-1 , PASSED ON _May 5, 1997

THIS RULE IS FILED WITH THE SECRETARY OF STATE. THIS RULE BECOMES EFFECTIVE ON

July 1, 1997
THE FOLLOWING DATE:
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OFFICE OF wEgy «
SECRETARY oF s DGINIA
TITLE 148
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
and
STATE AUDITOR
SERIES 7
STATE PURCHASING CARD PROGRAM
§148-7-1. General.
1.1. Scope. - This Legislative Rule 1g an explanation and
clarification of operative procedures for the State Purchasing Card
Program. This program provides an alternative process Ifor the

purchase of and payment for goods and services 1in transactions
which do not exceed $500.00.

1.2. Authority. - West Virginia Code §12-3-1i0a.
1.2. Filing Date. - , 19%6.
1.4. Effective Date. - , 1856,

§1l48-7-2. Definiticns.

2.1. "Auditor" means the AaAuditor of the State of West
Virginia.-
2.2. “Director" means the Director cof the Purchasing Division

of the Department of Administration.

2.3. “Goods” means commnodities, supplies, material, printing,
equipment, and any other articles or items used by or furnished to
a spending unit.
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2.4. "Point of Sale Vendor" means the point of sale or
supplier of goods or services purchased with the Purchasing Card,
ncot the State Purchasing Card Provider.

2.5. “Purchaging card” or “card” means the charge card
authcrized by the Director to provide pavment for goods and
services.

2.6, "Purchasing Card Administrator" or “Administrator” means
the individual designated by the Directcor te c¢oordinate the State
Purchasing Caxrd Program.

2.7. "Purchasing Card Coordinater” or "Coordinator " means the
individual designated by the spending officer to coordinate the
State Purchasing Card Program.

2.8. "Purchasing Card Provider" means the entity providing the
State with Purchasing Card services.

2.8. “Services” means the furnishing of lakor, time or effort
by a contractor, not involving the delivery of a specific end
product other than reports which are merely incidental to the
reguired performance.

2.10.“Spending officer” means the executive head of a spending
unit, or a pexson designated by him or her. - :

2.11.%Spending unit” means a department, agency or institution
of State government for which an appropriation is reguested, or to
which an appropriation is made by the Legislature.

2.12. “State Purchasing Card Program” or “program” means the
purchase of and payment for goods and services in transactions
which do not exceed $500.00 through use of the Purchasing Card.

§148-7-3. Applicabiliity.

3.L.. This legislative rule applies to all spending units oI
State government except those statutorily exempted. Exempted
spending units may elect to follow the provisions of this rule.




§148-7-4. Power and Authority.

4.1. The Director has the power and authority to:

{(a) Allow card purchases of gocds where each tLransaction
does not excesd $500.00;

(b} Allcw card purchases of =zervices whare each
transaction does not exceed $500.00, i1f authorized by both the
Auditor and Director;

{(c) Establish the manner in which spending units may
purchase supplies directly from the State's central storerooms or
other spending units using the program;

(d) Prohibit use of the card for cash advances;

(e} Ensure goods and services purchased are received in
advance of or simultaneously with use of the Purchasing Card;

(f) Ensure cards are used for official state purchases
only;

{(g) Review spending unit records of card purchases;

{h} Resolve questicns and conflicts regarding
contractual and procedural matters related te the implementation
and administration of the card; and

{1) Revcke authority tec use a Purchasing Card at any
level of use if the Directcocr determines a spending unit is in
viclation of this rule.

4.2. The Auditor has the power and authority to:

(a) Establish preocedures for documenting, reconciling
and paving invoices for card purchases;

(b) Establish the manner cf inspecting zll records and
reconciling decuments involving card purchases;

(c¢) Establish the manner in which spending units
document purchases and reccncile inveoices prior to submission of
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the invoices to the Auditor for payment;

(d) Approve the format of Purchasing Card Provider
invoices; and

(e} Receive and deposit to the credit of the general
revenue fund all rebates and other revenue gensrated by the
program.

4.3. The Purchasing Carxd Adwministrator has the authority to
direct the Purchasing Card Provider to restrict the Point of Sale
Vendeor from using the program when the restriction is in the best

interest of the State.
4.4. Purchasing Card Coordinators

(a) EBach spending unit's procurement administrator or
his or her designee shall serve as the spending unit Purchasing
Card Coordinatcr and shall determine to whom carxds will be ilssued
based upon the purchasing autherity of each individual.

(k) Purchasing Card Coordinators may restrict usage of
the card consistent with the needs of the spending unit.

§148-7-5. Pocint of Sale Vendor Farticipation.

5.1. ZEach Pcint of Sale Vendor degiring to participate in the
vrogram is sclely responsible foxr contracting or enrcelling with the
Purchasing Card Provider under the terms and conditions set forth
in the agreement between the Purchasing Division and Purchasing
Caxd FProvider.

§148-7-6. Purchasing Methods.

6.1. The provisicns of West Virginia Code §5A-3-1 et seg., the
Purchasing Division Purchasing Rules, 148 CS8R 1, and the Department
of Tax and Revenue Preference for Determining Successiul Bilids Rule,

110 C8R 1Z2C, shall azpply to purchases made with the card.

£.2. The cards arse to be used in the State's best interest for
purchzazses of goods and gervicss with a per transaction limit of

NOTE : IF _YOU ARE NOT THE PERSON WHO HANDLES THIS RULE, PLEASE
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$500.00.

£.3. The caxrd may be used as a payment method for releases
(orders) against statewide contrag¢ts, blanket orders and price
agreemants.

§148-7-7. TItemizing Claims for Payment.

7.1. A gpending unit is not regquired to submit individual
itemized vendor invoices for purchases made with the card that do
net exceed £500.00.

7.2, The Purchasing Card Provider shall provide a
consclidated multiple wvender inveice to the spending officer of
each spending unit, as required by the Auditor. A spending officer
may consolidate payments into one monthly payment to the Purchasing
Card Provider. Fach spending unit may regquire changes in the
format of involces to meet 1ts needs, with the approval of the
Ruditor.

§148-7-8. Violations

8.1. Any person whe authorizes or approves a purchass ox
contract payment in a manner in viclaticn of this rule or the West
Virginia Code is guilty of a felony, pursuant te West Virginia Ceode
812-3-10b.
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DATE: June 12, 1897

THE ATTACHED RULE FILED BY YOUR. AGENCY HAS BEEN ENTERED INTC OQUR
COMPUTER SYSTEM. PLEASE REVIEW, PRCOF AND RETURN IT WITH ANY
CORRECTIONS. IF THERE ARE NO CORRECTICONS, PLEASE SIGN THIS MEMO
AND RETURN IT TO THIS OFFICE. YOU WILL BE SENT A FINAL VERSION OF

THE RULE FOR YOUR RECORDS.

PLEASE RETURN EITHER THE CORRECTED RULE OR THIS FORM WITHIN TEN
(10} WORKING DAYS OF THE DATE YCU RECEIVED THIS REQUEST. CALL IF

YOU HEAVE ANY QUESTIONS.
148 DEPT OF ADMINISTRATION / PURCHASING

SERIES: 7 "TITLE:
DIVISTION
* THE ATTACHED RULE HAE BEEN REVIEWED AND IS CORRECT.
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* THE ATTACHED RULE HAS BEEN REVIEWED AND NEEDS CORRECTING. THE
CORRECTIONS HAVE BEEN MARKED.

SIGNED:

TITLE OF PERSON SIGNING:

DATE:
NOTE: IF YOU ARE NOT THE PERSON WHO EANDLES THIS RULE, PLEASE

FORWARD TO THE CORRECT PERSON,




