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TITLE 148
DEPARTMENT OF ADMINISTRATION
PURCHASING DIVISION
and
STATE AUDITOR
SERTIES 7
STATE PURCHASING CARD PROGRAM
§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 alternative process for the
purchase of and payment for goods and services in tramsscttorrs
Transactions which do not exceed $500-0¢ the Transaction Timit.

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

1.3. Filing Date. - , 1297.

1.4. Effectiwve Date. - , l1lso7.

§148-7-2. Definitions.

2.1. "Auditer" means the Auditor of the S8tate of West
Virginia.

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

of the Department of Administration.

2.3. “Goods” means commodities, supplies, materials, printing,
equipment, 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 to

providing the gervice.

2-4.2.5. "Point of Sale Vendor" meansg the point of sale or
supplier of goods or services purchased with the Purcha51ng Card,
not the State. Purchasing Card Provider.

2-5.2.6. “Purchasing card” or “card” means the charge card
authorized by the Director to provide payment for goodtamnd—services
Iransactions.

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

2c72.8. "Purchasing Card Coordinator" or "Coordinator" means
the individual desigrniated by the spending cfficer to coordinate the
State Purchasing Card Program.

2T8T2.9. "Purchasing Card Provider" or “Provider” means the
entity providing the State with Purchasing Caxd services.

2-9-2.10. "Services” means the furnishing of labor, time or
effort by a contractor, not involving the delivery of a specific
end product other than reports which are merxely incidental to the

required performance. Services include maintenance and utilities,
but o tax reportable rvi .
S—eT2 .11 . “Spending officer” means the executive head of

a spending unit, or a person designated by him or her.

2TIiT2.12. “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. .

2-3+2-2.13. “State Purchasing Card Program” or “program” means

the purchase of and payment for goods—andt—services—rtremsactions
Transactlons which do not exceed $566-66¢ the Transaction TLimit
through use of the Purchasing Card.

2.14. “Transagtions” means the purchase of and payment for:
th cost. of which exceed the
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2.15. ‘“Transaction Timit” means the maximum dollar amount

permitted in any single Transaction as follows:

{z) For the period ending June 30, 1998, the maximum
dollar "amount is $500.00, except for maintenance and utilities

which are unlimited; and
{(b) For the perigod beginning Julv 1., 1998, the maximum

dollar amount ig £31.000.00., except for maintenance and utilities

which are unlimited.

2.16. “Utilities” means electricityv, gas, heating oil,
telephone, television cable, wakter, sewage, garbage collection, and
similay services.

§8148-7-3. Applicability.

3.1. This legislative rule applies to all spending units of
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 Irms—thepower and—autiorityto mav:
(a) Allow card purchases of goods—where——eachrtramsection

. : X
does—not—exceed—5—506-80 Transactionsg not exceeding Transaction
T

Limits;

- N 1 N ol hd .l 1

(b) ad LW L= iy vl b)L-L.L Llid oo [ oL vV LT o WIITZ LT Ly Y N

. F 3 o b =R W L 4] : J3 k) P}

LIl Al dU Ul UUOES IIUV LT CTALTCTUT S oUd o0 r Li AL AT My AL LE

thre—Auditor—anrd—Tirectors

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

(dc) Prohibit uge of the card for cash advances;

(ed) Ensure goods and services purxrchased are received in
advance of or simultaneocusly with use of the Purchasing Card;

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

(gf) Review spending unit records of card purchases;

(g} Resoclve questions . and conflicts regarding
contractual and procedural matters related to the implementation
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and administration of the card; =3

(th) Revoke authority to use a Purchasing—tard card at
any level of use if the Director determines -a spending unit is in

violation of this rule; and

(1) Administer the Purchasing Card Administration Fund.

4.2. The Auditor hasthepower—amrd authority—to mayv:

(a) Establish brocedures for documenting, reconciling
and paying invoices for card purchases;

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

{c) Establish the manner in which spending wunits
document purchases and reconcile invoices prior to submission of
the invoices to the Auditor for payment;

(d} Approve the £format of Purchasing Card Provider
involices; and

(e) Rt:t..'c.]_vc GL}.J.LI L].C:_E.Jub.;.t tu t.l.L':‘. L.LC:dJ...t Uf tll.t: ‘:jCJ.J.CJ...CLl
revenues fumd—atrI—rebates—and—other—revenus gererated—hby i
program. In cooperation with the State Treasurer, assesgss and
collect penalty fees against gpending units for failing to use the
ca for T gaction at i for rogr and deposi

fees in _the Technology Support and dcquisition Fund. The 2uditor
and Treasurer shall set the fee in a legiglative rule.

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 Coordinators
(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. Purchasing Methods.

6.1. The provisions of West Virginia Code §5A-3-1 et seq., and
the Purchasing Division Purchasing Rules, 148 CSR 1, =nd—the

Pepartment of Texand Revenue—Preference—for Betermimtng—Successfut
Bids Rute—1+6—CSR—312€—h=tT apply to purchases made with the
card. :

6.2. The cards are to be used in the State's best Interest—For
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6.3. The card may be used as a payment method for releases
(orders) against statewide contractis, blanket orders and price
agreements.

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

7.1. A spending unit is not required to submit individual
itemized vendor invoices for purchases made with the card that do
not exceed £566-66¢ the Trangaction Limit.

7.2. The Purchasing Card Provider shall provide a
consclidated multiple wvendor 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 sgpending unit may reguire changes in the
format of inveoices to meet i1ts needs, with the approval of the
Auditor.

§148~7-8. Violations

8.1. Any person who authorizes or approves a purchase or
contract payment in a manner in violation 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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WEST VIRGINIA LEGISLATURE
Legislative Rule-Making Review Commilttee  opg,

CE OF WEST VIRCINIA
SECRETARY OF STATE
State Capitol - Room MB-49
Charleston, West Virginia 25305
(304) 3474840
Senator: Mike Ross, Co-Chairman September 15, 1997 Joseph A. Altizer, Associate Counsel
Delegate: Mark Hunt Co-Chairman Rita Pauley, Associate Counsel

Ross, Admin. Assistant

TO: " Ken Hechler, Secretary of State, State Register

TO: Ms. Crystal Lusk
Department of Administration
State Auditor and Purchasing Division
Building I - Reom E-119
State Capitol Complex

FROM: Legislative Rule-Making Review Committee

The Legislative Rule-Making Review Committee recommends that the West Virginia Legislature:

L. Authorize the agency to promulgate the Legislative Rule
(a) as originally filed S
(b) as modified by the agency _ X
2. Authorize the agency to promulgate part of the Legislative rule;
a statement of reasons for such recommendation is attached.

3. Authorize the agency to promulgate the Legislative rule with
certain amendments; amendments and a statement of reasons
for such recommendation is attached.

4. Authorize the agency to promulgate the Legislative rule as
modified with certain amendments; amendments and a
statement of reasons for such recommendation is attached.

5. Recommends that the rule be withdrawn; a statement of

reasons for such recommendation is attached.
Pursuant to Code 29A-3-11{c), this notice has been filed in the State Register and with the agency
proposing the rule.




