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TITLE 148
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
and
STATE AUDITOR

SERIES 7
STATE PURCHASING CARD PROGRAM

STATEMENT OF CIRCUMSTANCES REQUIRING THIS RULE

West Virginia Code §12-3-10a reqguires the State Auditor and
the Director of the Purchasing Division, Department of
Administration, to Jointly propose this rule to govern
implementation of the Purchase Card Program. Failure to file this
rule would prohibit implementation of the program.
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TITLE 148 _
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
and
STATE AUDITOR

SERIES 7
STATE PURCHASTING CARD PROGRAM

BRIEF SUMMARY OF PROPOSED RULE

This Legislative Rule is an explanation and clarification of
the procedures for the State Purchasing Card Program, authorized by
West Virginia Code §12-3-10, §12-3-10a and §12-3-10b. The program
provides an efficient and alternative process for the purchase of
and payment for goods and services which do not exceed the
transaction limit. The program will provide prompt payment to
vendors through consolidated multiple vendor invoices and expedite
receipt of small purchases through use of a Purchasing Card.

The State Auditor and the Director of the Purchasing Pivision
have Jjointly proposed this rule.




DATE: JUNE 30, 1997

TO: LEGISLATIVE RULE-MAKING REVIEW COMMITTEE

FROM: OSTATE AUDITOR AND PURCHASING DIVISION OF THE DEPARTMENT OF ADMINISTRATION

LEGISLATIVE RULE TITLE: 148

1. Authorizing statute(s) citation §12-3-10a

2. a. Date filed in State Register with Notice of Hearing

June 30, 1997-~ COMMENT PFRIOD ONLY

b. What other notice, including advertising, did you give
of the hearing?

NONE

c. Date of Hearing(s)

d. Attach 1list of persons who appeared at hearing,
comments received, amendments, reasons for amendments.

Attached No comments received

e. Date you filed in State Register the agency approved
proposed Legislative Rule following public hearing:
(be exact)

JULY 31, 1997

f. Name and phone number(s) of agency person(s) to
contact for additional information:

CRYSTAL TUSK (304) 558-4331




If the statute under which you promulgated the submitted
rules requires certain findings and determinations to be
made as a condition precedent to their promulgation:

a. Give the date upon which you filed in the State -
Register a notice of the time and place of a hearing
for the taking of evidence and a general description
of the issues to be decided.

N/A

b. Date of hearing:

c. On what date did you file in the State Register the
findings and determinations required together with the
reasons therefor?

d. Attach findings and determinations and reasons:

Attached
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TITLE 148
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
and
STATE AUDITOR

SERIES 7
STATE PURCHASING CARD PRCGRAM

§148-7-1. General.

1.1. Scope. - This Legislative Rule is an explanation and
clarification of operative procedures for the State Purchasing Card
Program. This program provides an altermative process for the
purchase of and payment for goods and services in txransactions
Transactiong which do not exceed $566-66 the Transaction Limits.

1.2. Authority. - West Virginia Code §12-3-10a.

. 1.3. Filing Date. - ] , 1997,

1.4. Effective Date. - -, 1997,

§148-7-2. Definitioms.

2.1. "auditor" means the Auditor of the State of West
Virginia.

2.2. “Director" means the Director of the Purchasing Division

of the Department of Administraticn.

2.3. “Goods” means commodities, supplies, materialg, printing,
egquipment, and any other articles or items used by or furnished to
a spending unit.




2.4 “Maintenance” means services to maintain an item of

equipment or -~ computer software, including parts incidental o
roviding the vice.

2—4-2.5. "Point of Sale Vendor" means the point of sale or
supplier of goods or services purchased with the Purchasing Card,
not the State Purchasing Card Provider.

2-5.2.6. “Purchasing card” or “card” means the charge card

authorized by the Director to prov1de payment for geed—ard-serviees
Transactions.

2-6-2.7. "Purchasing Card Administrator" or “Administrator”
means the individual designated by the Director to coordinate the
State Purchasing Card Program.

2+7+2.8. '"Purchasing Card Coordinator" or "Coordinator' means
the individual designated by the spending officer to coordinate the
State Purchasing Card Program.

2-8-2.9. "Purchasing Card Provider" or “Provider” means the
entity providing the State with Purchasing Card services.

2-9-2.10. “Services” means the furnishing of labor, time oxr
effort by a contractor, not involwving the delivery of a specific
end product other than reports which are merely incidental to the

required performance. which include maintenance and utilities, but
does not include tax x L ervices.

2E0-2.11 . “Spending officer” means the executive head of .
a gpending unit, or a person designated by him or her.

PrdA—2 .12, “Spending unit” means a department, agency or
institution of State government for which an appropriation is
requested, or to which an appropriation is made by, the
Legislature.

2322 .13. “State Purchasing Card Program” or “program” means
the purchase of and payment for geeds—and—services—in—transactions
Transactions which do not exceed £566+-68 the Transaction Limits

through use of the Purchasing Card.

2.%14., “Trangactions” means the purchase of and pavment
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{a) Goods not exceeding the Transaction Timit;
(b) Services as follows:
{4y " Maintenance---no Transaction Limit;
(1411 Utilities---no Transaction Tdimit: and
idd Any other Services not exceeding the
Transaction Timit which are not tax
reportable.
2.15. “Transaction Limits” means the maximum dollar amount

. permitted in anv single Transaction as follows:

{a) For the period ending June 30, 1598, the maximum

ar - _is 500.00 except for maintenance and utilities

which are unlimited: and
{b) For the period beginning July 1, 1998, the maximum

dcllar amount i .00, except for maintenance and utilities
which are unlimited.

2.16. WItilities” means electricit as heating oil

levision cable, water, sewa ction
imi rvices.

§148-7-3. Applicability.
3.1. This legislative rule applies to all spending units of

State government except those statutorily exempted. Exempted
gpending 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 geeds—where coch transacticn
decs—net—exceed 556666 Transactions not exceeding Transaction
Limits;




4¢3 Establish the manner in which spending units may
purchase supplies directly fxrom the State's central storerooms or
other spending units using the program;

(8c} Prohibit use of the card for cash advances;

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

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

(gf} Review spending unit records of card purchases;

(Bg) Resolve guestions and conflicts regarding
contractual and procedural matters related to the implementation
and administration of the card; and

(£h) Revoke authority to use a PurshesingCaxrd card at
any level of use if the Director determines a spending unit is in

vieclation of this rule; and

(i} Administer the Purchasing Card Administration Fund.

4.2. The Auditor has the powexr and authority to:

(a} ZEstablish procedures for documenting, reconciling
and paying invoices for card purchases;

(b) Establish the manner of inspecting all records and
reconciling documents involving card purchases;

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

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

(e) : : s ; e

roevenve—Eund—alt—rebates—and—other——revenue—gererated—by —the

program. In_cooperation wi e State Treasurer s penalt

feeg against spending units for failing Teo utilize the card for

4




purchases that gualifv for the program, and deposit the fees in the

Technology Support and Acguisition Fund.

4.3. The Purchasing Card Administrator has the authority to
direct the Purchasing Card Provider to restrict the Point of Sale
Vendor from using the program when the restriction is in the best
interest of the State.

4.4 . Purchasing Card Coordinztors

{a) Each spending unit's procurement administrator or
his or her designee shall serve as the spending unit Purchasing
Card Coordinator and shall determine to whom cards will be issued
based upon the purchasing authority of each individual.

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

§148-7-5. Point of Sale Vendor Participation.

5.1. Each Point of Sale Vendor desiring to participate in the
program is solely responsible for contracting or enrolling with the
Purchasing Card Provider under the terms and conditions set forth
in the agreement between the Purchasing Division and Purchasing
Card Provider. :

§148-7-6. Purxchasing Methods.

6.1. The provisions of West Virginia Code 85A-3-1 et seqg., and
the Purchasing Division Purchasing Rules, 148 (CSR 1, and—the

= = = =t

§—E8R—12E+ shall apply to purchases made with the

6.3. The card may be used as a payment method for releases
{orders) against statewide contracts, blanket orders and price
agreements.




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

7.1. A gpending unit is not regquired to submit individual
itemized wvendor invoices for purchases made with the card that do

not exceed $586-06 the Transacgtion Limits.

7.2. The Purchasing Card Provider shall provide a
consolidated multiple wendor invoice 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. Each spending unit may require changes in the
format of involces to meet its needs, with the approval of the
Auditor. o )

§148-7-8. Violations
8.1. Any persgon who authorizes or approves a purchase or
contract payment in a marner in viclation of this rule or the West

Virginia Code is guilty of a felony, pursuant to West Virginia Code
§12-3-10b.
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