How the System Works                                                       Overview
_____________________________________________________________________

Overview
The University of California, Berkeley Procurement Card is a Visa issued to designated cardholders for departmental purchase of low-value goods and services.


Purchases made with the procurement card are a University liability – the bank bills the University and charges are automatically distributed to department accounts. By the time you see the charge on your Statements (blucard Verification Statement) the University has paid the bank and US Bank has paid the merchant.

Benefits 

Online billing reduces the overall paperwork and process in time involved in low-dollar purchasing.

Departments gain access to a larger pool of suppliers, as well as discounts from some vendors, due to rapid payment terms and lower billing costs.

Credits are processed by the supplier and applied directly to the account originally charged.


Rapid online billing and reporting allows the department to audit card purchases and update financial reports in a timely manner.

___________________________________________________

What You Can

Buy With the BluCard

Purchases allowed in the Low Value Purchase Authorization Program (LVPA). Use the card for any of the goods or

services you would buy with the LVPO.

Subscriptions (obtain related membership approval first).

Conference registration (must not include meals or lodging).

Meeting room rentals.

Low dollar purchases, blanket agreements and System-wide Agreements, including maintenance agreements.

Low-dollar emergency equipment repairs (just be sure to

Complete an Equipment Repair Form)

Standing orders 

Which Suppliers to Use

The BluCard may be used wherever Visa is accepted. The supplier does not need to be an agreement vendor or be on a special list.

What You Cannot

Buy with a

 BluCard

Goods or services for personal use

Cash advances

Maintenance or gas for Fleet vehicles

Utility bills

Items on Low Value Exclusion List (see Appendix)

Goods or services from any University of California office or department, including University Press, University Extension, and Scholars’ Workstation

NOTE: The BluCard may be used, however, at these businesses: International House, Alumni House, and the Faculty Clubs (for the rental of meeting rooms, see p.4 info on MCC limits); and CAL Student Store.

Reminder: Under LVPA policy you may not artificially divide orders in a manner that would circumvent or appear to circumvent your maximum dollar limit per purchase.

How the system works

Procurement & Business Contracts Procurement Card

University of California, Berkeley How the System Works (Rev. 02/19/03)

CONTROLS

Each card is issued for use by an individual cardholder; no one else may use it.

All transactions are identified by cardholder in automatic system reports.

The cardholder must have a UC employee ID number, most short-term UC

employees are eligible (undergraduate students are not)

In order to maintain an appropriate separation of duties, PIs and department

managers are usually ineligible to be cardholders. Under special circumstances an

exception is granted upon the completion and approval of a special Exception

Request Form that details how the separation of duties will be maintained

Purchase limits that are consistent with UC purchasing policy are set for each

card by the department and are electronically enforced at the point-of-sale:

- dollars per transaction ($1,000 maximum, inc. tax, shipping/handling)

- dollars per month (department choice)

- number of authorizations per day (99 maximum)

- number of transactions per month (999 maximum)

- limits set on type of vendor allowed (MCC limits* – see below)

All transactions post to procurement card panels in BFS where they are available

to the department for Chartstring modification for  5 calendar days

Itemized reports (blucard Verification Statements)are sent automatically by e-mail to department users for administrative review and approval.

The department must establish an electronic mailing list for distribution of the

email statements. All cardholders and verifier/reviewers must be subscribed to the

list.
Restricted Items

Certain items and services that pose unusually high risks to the University may not be purchased under the LVPA delegation. Regents’ Standing Order 100.4 expressly forbids the assumption of any third party liability. Special insurance provisions are required for bus and boat charters. Some types of purchases have special PO types such as Entertainment and Travel or designated departments that we are required to use such as Real Estate Services for real property leases. The reasons for all the items on the Restricted Items list create a link instead attach the appendix are to be found in various Business and Finance Bulletins, Regents’ Orders, State of California Public Purchasing Policy, and etc. 
* MCC Limits

The limits set on the type of vendors allowed are based on Merchant Category Code (MCC). The MCC is a four-digit number assigned by the merchant’s bank and is based upon the primary type of goods or services the vendor sells. BluCards are programmed to exclude certain MCC codes (financial, entertainment and travel vendors). This list is in the Appendix. Occasionally this list is revised. When this occurs you will be notified via a message to the BluCardUsers List.

The department manager may request an exception to the standard MCC assignment to allow purchase of goods or services allowed by UC purchasing policy from a supplier that is normally blocked. For example, we allow cardholders to rent meeting rooms (non-travel expense). Therefore the department may request that hotels be unblocked for that purpose only. All exceptions must be approved by the Chief Financial Officer or designee; please allow a week for processing. Contact the BluCard Help Desk for forms and more information.

Card Controls

In addition to the LVPA delegation limits, the Restricted Items List, and the blocked MCC codes that apply to all cardholders, there are certain controls that may be placed on each individual cardholder account. These controls are listed below and they also appear in the Instructions for completing the Cardholder Account Form (CAF) that are included in the Appendix.

Credit Limit (CSL): the total dollar amount the cardholder may charge in one month.

Single Purchase Limit For the Library: the maximum allowed is $1,000 per purchase. This limit works in conjunction with the LVPA restriction of $1,000 per vendor per chartstring account per day. The department may specify a lower limit.

Remember: Inventorial Equipment is not allowed and the threshold for it is $1500.00 (including tax but excluding freight).

Note that on the BluCard freight is included in the $1000.00 maximum amount that can be spent.

Authorizations per day: the number of times that vendors may request authorization in one day. The maximum allowed is 99, the department may specify a lower number. We recommend at least 5 as each action is counted as an authorization. Therefore, if one has a credit, a charge for a back order shipment, and one new order, one has used 3 authorizations.

Transactions per cycle: the cycle begins on the 11th of the month and ends of the 10th of the following month. The maximum allowed is 999; departments usually specify a lower number.

Cardholder Training

In order to receive the card, the cardholder must complete the BluCard new cardholder class on etrain-create a link  that is taught by Procurement & Business Contracts. Other department staff who will be involved with reconciling and verifying BluCard purchases must also attend this training. Each cardholder must read, understand and sign the Individual Procurement Card Delegation &Agreement create a link 
Annual Review

All departments are to review their cardholder assignments and card limits in late April-early May. The BluCard Administrator will send a summary cardholder profile to each department for approval and any needed adjustments.

Expiration Date and Card Renewal

Every year, all cards in our program expire at the end of May. The bank will

automatically extend all accounts that are active at that time and issue new cards. The BluCard Program Administrator will work with department managers to confirm the cards should be reissued and to arrange distribution in coordination with the annual review.

CARD CHANGES

Lost or Stolen

Card                           Do not wait! Your department may be 

Liable for charges incurred before the Bank is     notified.

Notify US Bank at

      1 800-344-5696

Fraudulent Use of

Card

After the Bank has been notified, the cardholder must prepare a Loss/Theft/Fraud Report. This form is available through the Procurement Card/Forms section of the Purchasing website at: http://www.bsrvm.berkeley.edu/procure/

If the card has been stolen or used fraudulent the cardholder must also file a police report.

The department manager must complete and sign the

Loss/Theft/Fraud Report and send it to Procurement &

Business Contracts.

The Library Chief Financial Officer (or designee) approves release to the cardholder of the replacement card. Release will not be approved until the Loss/Theft/Fraud Report is fully completed (and supporting documents as required are supplied) and signed.

Internal Audit is notified of all lost, stolen, and fraudulently used cards.

Card Replacement 

If the card has been damaged, the cardholder may call Customer Service at 1 800 227-6736 to request a replacement. The new card will be sent to the BluCard Administrator who will arrange for pick-up or delivery.

Misuse of 

the Card 

Liability for card purchases lies with the University, not  the cardholder, therefore the procurement card is to be used only for University business. Personal use is a violation of the law.

In the event that it is determined that a cardholder has failed to comply with program policy, the cardholder is subject to, but not limited to, imposition of the following:

Forfeiture of the card

Reimbursement to the University

Disciplinary measures that may include termination and

criminal prosecution.

THE ACCOUNTING PROCESS

Credit Card Statements

Our program uses an electronic reporting system to deliver the credit card statements from the bank. Instead of receiving paper statements at the end of the cycle month, you will receive daily statements in the form of e-mail reports. These reports show activity for all the cardholders in a processing unit; you will not receive separate reports for each cardholder. If you are not receiving a daily email report from the bank please email Elise Woods at ewoods@library.berkeley.edu


E-mail Reports

When the daily file from the bank is loaded into BFS, the system will automatically send two reports to each department showing activity that day. Both reports list all the new transactions for the department. Both reports use the same subject line in the e-mail header:

The Download Statement is the more detailed report (it contains all the data elements that are visible on the Maintain Procurement Card panels in BFS). Because it is designed to be downloaded to a department spreadsheet or database, the format makes it difficult to read in its original email form. We strongly recommend that these statements be downloaded and saved as it is a very useful long-term record of activity.

Contacts 

Procurement & Business Contracts
BluCard Program Help Desk

Maureen Nungester

BluCard Administration

Maureenn@berkeley.edu
Pcard@uclink.berkeley.edu
Phone: 643-8201

Fax: 642-6803

Procurement & Business Contracts home page

http://www.bsrvm.berkeley.edu/procure/

Kate Benn

Senior Analyst

(510) 642-3293

kbenn@uclink4.berkeley.edu

Furniture

Jewel Diles: jdiles@library.berkeley.edu

(510) 643-1911

Copier Leases & Maintenance Renewals

Jewel Diles: jdiles@library.berkeley.edu

(510) 642-1911

US Bank

Customer Service –  1 800 344 5696

Lost or Stolen Card

 1 800 227 6736
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