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Section 1.0: Introduction

The P-Card is the preferred method of payment providing an efficient and effective process for the
payment of State expenditures. The P-Card effsctively decreases accounts payable expenses, cuts
administrative program costs and offers increased contro| and monitoring of payments,

1.1 Statutory Authority

The State of West Virginia P-Card Program was created and implemented in 1998 by West Virginla
Code, §12-3-10a, and is governed by Legislative Rule, 165 GSR 7. The State Auditor's Office, P-Card
Divi }on serves as the Program Adminlstrator for the P-Card Frogram.

1.2 Scope

This manual contalns the policies and procedures applicable to the State of West Virginla Purchasing
Card (P-Card) Program for all State Agencles and Instltutlons of Higher Education (hereafter refetred
to as “Spending Unit".

1.3 Policy

The P-Catd Policles and Procedures Manual establishes minimum standards for the use of the State
of West Virginia P-Card. Indlvidual transaction limits and credlt |imits shall be determined by each
Spending Unit P-Card coordinater upon approval by the State Auditer’s Office P-Card Divislon,

It is the Spending Unit's coordinators and cardholders responsibillty to be knawledgeable of and to
follow all P-Card policies and procedures, as weli as all applicablé purchasing laws and guidelines.
Other meimbiers of agency staff with reviewing ahd approving responsibilities (agency héads, chief
financlal officers, department heads, directors, managers, supelvisors, etc.) should also be
knowledgeabls of the aforementioned directives. -

The P-Card (s a method ¢f payment and should not be considered a substitute for proper
procurement procedures, Accardingly, each Spending Unit is required to develop and document
appropriate internal control procedures to ensufe propsr prografn oversight, compliance with P-Card
Policies and Proceduresé and that P-Card usage is consisterit with this manual. In those cases where
it is determined that agency controls aré riot adequate, the State Auditer's Office, P-Card Division has
the authorlty to request procedural improvements and/or place card restrictions on the Spefding Unit
untll such controls are established, documented, and implemented.

Participation in the P-Card program may be revoked,
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Section 2.0: Spending Unit P-Card Coordinator Duties & Responsibilities
21 Executive Responsibilities

The agency head shall serve as, or designate an indlvidual to serve as, the Chief Financlal Officer
who shall be responsible for estab!lshlng Internal controls qver the Spending Unit's financial
operations, Including business related trave!; and be accountable for exacutive oversight and

maintenance of appropriate accounting and internal control procedures for the agency's P-Card
program.,

2.2 Chief Financial Officer Responsibilities

Each Spending Unit's chief financlal officer is responsible for the administration and oversight of the
P-Card program within their Spending Unit.

The chief financial officer's responsibilities include, but are not limited to the following:

» monitoring and overseeing a Spehding Unit's P-Card program to ensure that controls
are In place to prevent misuse;

« reviewing, oh at least a quarterly basis, the compliance of thelr P-Card program with the
Spending Unit's own Internal control and accounting procedures and the requirements
set forth herein. This review Is to be documented (includihg date performed),

« requiring any member of & Spending Unit's staff finding an instance of unlawful uss,
possiblé fraid, misappropriation; or mismanagemernt with the P-Card to report such
discovery {o the Chief Financial Offleet immédiately, The Chief Financial Officer shali
report all aforementioned instahces to the Deputy State AldItor/Executive Ditector of
the State Auditor's Office P-Card Division within 24 hours of his or her discovery,
Internal P-Card investigations do not supersede this requirement and are only to be

conducted upon approval by the Deputy State Auditor/Executive Director of the State
Auditor's Office P-Card Division.

2.3 Designation of Spending Unit Coordinator

Each Spendirg Unit's chlef financial officer or deslgnee shall serve as the head Spending Unit P-Card
coordinator. The Chief Financlal Officer or designee is charged with appoinfing P<Card coordinators in
a sufficient number to allow thorough and timely performance of their responsibllities. P-Card
coordinators are appolnted based upon the reperting hisrarchy assigned to thém within their
Spending Unit. A Spending Unit may have multiple coordinators at each reporting hierarchy, who may
be delegated some or all of the Spending Unlit coardinator's responsibilities. Additionally the Chief
Financial Officer must designate a financlal P-Card Coordinator to act as a.backup coordinator to
approve payments in the event the primary coordinator is unavailable for that function. In the event
the Spending Unit's staffing is not sufflcient to designate a backup financial coordinator, the Spending
Unit Chief Finanaial Officer will be required to execute an agteement for default payment with the
State Auditor's Office P-Card Division.
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Fach P-Card coordinator shall hold a position of knowledge and experience of the responsibility(ies)
delegated to them by the Chief Financial Officer or designes. of the respactive Spending Unit. Any
change In the head Spending Unit coordinator position or of any subordinate coordinators that require
user changes in the wwOASI!S p-card module or bank reporting tools, must be initiated by the
submisslon of the request through the PRCUHI or HIERLVL tables within wvOASIS and approved by
the State Audltor's Office P-Card Divisfon.

No cardholder shall be thelr own coordinator unless the Spanding Unit receives a written waiver from
the State Auditor's Office P-Card Division,

Upon designation by the Spending Unlt's chief financlal offlcer, a Spending Unit coordinator at any
reporting hierarchy must recejve training, education, and cerfn" cation designed and approved by the
State Audltor's Office P-Card Division within 30 days of assuming the duties of the position.

24 Coordinator Responsibilities

The coordinator Is required to complete tralning/education annually and to obtain certification
confirming that training. Training shall include P-Card policigs, ethics training, and/or emergency P-
Card or trave! training as appropliate. Spending Unit P-Card coordinators must successfully complete
all applicable designated training to recéive Spending Unit P-Card coordinator certification.

Spending Unlt coordinator responsibilities include, but are net limitad to the following:.

« ensuring wvOAS!S P-Card users within their Spending Unit are properly designated
and assigned the applicable hierarchy(ies) on the PRCUHI table;

» ensuring wwOASIS P-Card users within their Spending Unit are assigned the proper
system seculrity roles in accordance with their P-Card responsibliities;

s verifylng potential cardholders eligibility to obtain a P-Card,

s ensuring preper completion and submission of a PCC document within wvOASIS for all
new cardholder applications and/or maintenance requests.

+ ensuring successful comp!etlon of initial training requirements including the cardholder
agreement form before submitting requests for new cardholdets and monitoring
complation of on-going training requirements;

« determining or verifying the following: credit fimit, single transaction limit, number of
daily transactions, and numbsr of monthly transactions;

+ reconclling master statement(s) electronic payment files inciuding trarisaction review
and approval for payment within wvOASIS;

» ensuring the prompt payment of the Spending Unit's master statement/acgount(s);

+ eonsuring that Spanding Unit cardholders follow all P-Card polisies and procedures:

« ensuring that Spending Unit cardholders follow all applicable purchasing policles and
procedures;

« glsseminating updated P-Card Information to Spending Unit cardholders;

» ensuring that P-Cards are canceliéd and destroyed upen termination or separation
from employment;

» providing updated contact information to the State Auditor's Office P-Card Division;

5
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« performing biennial reviews of P-Card utilization levels within his or her Spending Unit
and providing reports to the State Auditor's Office P-Card Division of the results of
stuch reviews:

+ [dentifying possible ethics law violations rslated to inappropriate activity by cardholders
and vendors including the posséssion of gifts, bribes, etc.;

+ conducting perlodic reviews of transactions to ensure they are appropriate for the
Spending Unlt ahd that budgetary permission and/cr supervisory authorization are part
of the approval process; '

« ensuring that all Spending Unlt personnel assigned to monltor P-Card transactions
have access within WwvOASIS to-the transactions made by any cardholder under thelr
purview;

» addressing and establishing additional contrels/policies, in a timely manner, as
recormmended by external or interna] audits and reviews,

« ensuring that all supporting - docunientation Is attached to the applicable transaction

within wvOASIS. This includes documentation concerning the resolution of each
disputed transaction.

2.5 Internal Controls, Fraud Prevention and Detection

Internal controls are functions, processes and procedures utilized by a Spending Unit to ensure
compliance, proper accounting, and safeguarding of State funds, property and equipment. Sufficient
internal controls must be in place at each Spending Unit to ensure compliance with applicable laws,
rules and regulations, P-Card Policies arid Procedures, and othar (internal and éxternal) geverning
instruments,

Internal cofitrgls play an Important role in the prevehtion and detection of fraud. Contrels relating to
fraud prevention are designed to minimize opportunities. Controls designed to detect potentlally
fraudulent activity Identify issues, patterns and problems. Each Spending Unlt should periodically
assess its internal contfols to determilne their effectiveness. The basic principles for a properly
designed system of internal controls would include: (1) segregation of duties; (2) adequate cversight

and supervision; (3) safeguarding of assets; (4) proper autharization; (5) proper documéntation; and
(6) independent validations.

Each Spending Unit is required to develop and document internat control and accounting procedures
that ensure P-Card usage is conglistent with this manual and to develop guidelines for distribution to
cardholders and other members of staff with réviewing and approving responsibilities. These
procedures must be submitted in writing to the State Auditer’s Office P-Card Division, In those cases
where It Is determined that interna! controls are ot adequate, the State Auditor's Offlce P-Card
Division has the authority to request improyements and/or place P-Card restrictions on the Spending
Unit untll such controls dre established, documented and implemented,

2.51 Segregation of Duties

Segregatioh of dutles Is the concept of having more than one person required to complete a task.
Segregation of duties is generally associated with the procurement/ payment cycle or the revenue
cycle. In ssgregating dutles of the procurement/ paymant cycle no one individual should be able to

&
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purchase (approve), receive, and pay for goods and services, The Spending Unit P~Card
coordinator(s) should not handls all aspects of the P-Card process. The purshasing {(approving),
receiving and review and reconciliation processes should be performed by different individuals
whenever possible,

Unless authorized by the State Audltor's Office P-Card Divislon, no cardholder shall be his or her own
coordinator. Sufﬂcie_nt internal controls must be established and implemented to ensure that when a
P-Card coordinator Is also a cartiholder, some other knowledgeable individual (who has
received/attended Ccardinator tra]nlng) suich as a direct superviser or a different cootdinator reviews
and approves transactions appearing on the coordinator's P-Card, The reconclliation process must
include a knowledgeable and independent revlew of supporting documentation for all transactions.

{fthe Spending Unit is a board, commission, authority, or council, a written report of P-Card
transagtions Including the vendor detalled descr[ptlon of good or service and total transaction amount
must be provided to members of the governing body to be reviewed and approved or ratified at

regularly scheduled meétings. A copy of the report, as well as the minutes of the meeting, must be
available for review by the State Auditor's Office P-Card Division upon request.

2.5.2 Proper Oversight

The Spending Unit's chief financial officer must ensure proper oversight of P-Card use within his or
her Spending Unit. This includes developing infernal controls that ensure a thorough review of the
Spending Unit's P-Card transactions and assurance that each transaction Is for official state
business.

2.5.3 Physical Controls

Physical controls should be présent to ensure securlty of p-cards and records. Records must be
stored in a secure location te which only authorized individuals hava access.

2,6 Payment Process

It is the Head Spending Unit Coordinator's responsibility to ensure that the master billing account is
paid in full every menth,

The payment process begins at the transaction level, Every transacstion must be fully resonclled,
marked “Reviewed” and "Pay” prior to the monthly Scheduled Payment Date. A P-Card Chain Job
gathers all the transactions marked with the *Pay” flag and creafes a PRCGC (Payment Request)
document, The PRCC document s the Payment Request document that will be paid to the ¢redit card
bank, and js created for each transaction once if has gone through the proper approvals and the “pay”
flag Is checked. Simultanecusly during the P-Card Chain Job, the transaction Is marked for deletion
from the PRCUU (Unprocessed Procurement Card Activity) table and added to the PRCUT (Pald
Pracuremeit Card Transaction) table. The next time the F-Card Chaln Job runs, | will delete the
transaction from the PRCUU table, as long as It has been reconciled correctly, and finallZes the
Payment Request {PRCC) dacument.
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It is Imporiant for the coordinator who has the security role to authorize the payment of a transaction
to verify that the PRCC was created without any errors, This review should be done in advance of the
Scheduled Payment Date on the PCNFG table to allow timeé for the correction of any errors that
resulted in the PRCC being rejected. Any PRCC document In rejected status will not be submitted for
paymant; therefore, the master billing account would not be fully reconciled and paid,

Section 3.0: Training

The State Auditar's Office P-Card Divislon is required to provide training to all cardholders and
soardinators, Training provided by the State Auditor’s Office P-Card Division is mandatory for all new
applicants, Training may bé in person, or in a format approved by the State Auditor's Office P-Card
Division. The tralning currleulum requirements may be different based on the Intended card use. (Ex.
One-card vs. Travel-only) Any additional P-Card training provided by a Spending Unit must be
approved by the State Auditor's Office P-Card Division. The current web-based training is accessible
under the myApps link at: https:/fwww wvsao dov,

31 Coordinator Training

A Spending Unit coordinator at any reporting hisrarchy must receive training, education, and
certification deslgned and approved by the State Auditor's Office P-Card Division within thirty (30)
days of assuming the duties of the position, Designated tralning/education will b required annually.
Tralning shall include P-Card policies, purchasing policies as they relate to P-Card, ethics training,
and/or emergeticy card or travel guidelines as appropriate, Spendlhg Unit P-Card coordinators must
successfully complete all applicable designated training to receive Spending Unit P-Card coordinator
certification, Cootdinator certification fulfills the required cardholder training for coordinators who are
also cardholders.

3.2 Cardholder Training

Befors a P-Card may be {ssued, thes traines must have successfully completed a trainihg session
specifically designed for new cardholders. All current cardholders shall complete three (3} hours of
fraining biennially. One session of training every two (2) years shall relate to ethics, General tralning
on specific purchasing policies can be obtalned by contacting your Spending Units' purchasing
department. Other tralhing topics intlude travel and emargency P~Card guidelines.

Any cardholder who begins employment with a new Spending Unit within sixty (80) days of the
explration of their certification must complete and receive their refresher certification before they can
recelve g P-Card in thélr hew Spending Unit.

3.3 Spending Unit Training

In-person training sesslons may be conducted at the Spending Unit. This training may include on-site
instruction to Spending Unit persohnel, coordinators, new cardholders, as well as existing
coordinators and cardholders that need updated on the Jatest policies and procedures, wvOAS!S,
and/or approved P-Card reconclliation softwars and reporting tocls,
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Section 4.0: P-Card Issuance

4.1  Application Eligibility

P-Cards are issued at the request of the Spending Unit P-Card coordinator. Except Upan written
walver by the State Auditor's Office P~Card Division, a cardholder must be-an employee of the State
of West Virginia,

Before a P-Card may be issued, the applicant must have successfully completed a training session
and passed the quiz specifically desighed for new cardholders, All cardholders shall complets three
{3) hours of training blennially. One (1) hour of training evety two (2) years shall relate to ethics, All
trafning must be approved by the State Auditor's Office P-Card Division,

4,2 Application Process

Coordinators who have the role within wvQASIS to add a gardholder to the system must use a PCC
document, ensuring that all required fields (j.e. applicable MCC groups, credit and transaction limits,
daily and monthly tfansactien {imits, etc.) are completed and submitted for approval to the State
Auditor's Office P-Card Division.

4,3 Cardholder Agreerhent Forms

The Cardholder Agreement Form signifies that the applicant ackhowledges that he or she has had
adequate fraining, understands the P-Card Pollcies and Procedures, and accepts responsibility for
compliance with the P-Card Pdllcles and Procedures.

All new applicants are required to electronically sign & Cardholder Agreement Form via the P-Card
tralning fink located In myApps at htfpsi//www wvsao.qov before P-Card applications will be
processed. P-Cards wiil not be issued without a signed Cardholder Agreement Form. All electronically
signed Cardholder Agreements will be maintalned in the P-Card training system within myApps.

If the Cardholdsr Agreerrient s not signed electronically, the Spending Unit P-Card coordinator Is

required to maintain a copy of the Cardholder Agreérment Form as long as the P-Card Is active or
pursuant to Section 7.4, whichever Is longer. Forms may be retained In hard copy or electronically.

4.4 P-Card Delegation
P-Card delegation is prohibited. P-Card delegation is the practice of allowing an individual other than
the cardholder whose name appears on the front of the P-Card to have access to the P-Card or P-

Card number to Initiate of complete a transaction, P-Card delegation increasss the risk of fraud and
cardholder liability.

P-Card delegation includes allowing an individual other than the cardholder to:

+ have physical possession of the P-Card te make payments to peint of sale vendors;
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» have access to the P-Card number and expiration: date to make payments via tslephone,
internet, or in person;

+ have access to receipts or inveices that display the P-Card humber and expiration date.

With the exception of ghost, fleet, or other card accounts as approved by the State Auditor's Office P-
Card Divislon, P-Cards are issued in anindlvidual's name. Only the individuai named on the P-Card
is authorized to use it,

4,5 P-Card Security — Purchasing and Travel Cards

The P-Card must be kept secure. The individual cardholder is accountable for every charge made by
or authorized by the cardholder that appears on his or her P-Card,

P-Cards should only be used on seaured internet sites. A secured site’s URL or web address line
begins with “https.//" and generally has a closed “lock” [con oh the screen.

All cardholders are required to sign the back of their P-Card upen recelpt,

Section 5.0: P-Card Activation

P-Cards are malled directly to the address assoclated with the Siie 1D assigned to the cardhoider.
Upon receipt, the cardholdsr should activate and establish the card's PIN by calling the number or
visiting the website in¢luded on the activation sticker placed on the front of the card, The cardholder
will be required to provide his/her verification ldentifler fo activate thelr card and follow the prompts to
setup a PIN for Chip and Pin use. If the activation sticker [s not present or the cardholder needs to
change an existing PIN, the cardholder may call the number on the back of the card and fdlow the

prompts to activaté it or change the PIN. The cardholder should not share histher verification identifier
or PIN.

Section 6.0: Instructions for Use

6.1 General Instructlons

The P-Card is a prefefred method of payment for certaln designated transactions or dollat amounts,
All applicable laws, rufes and regulations, P-Card Policies and Procedures, and other governing
instruments must be followed, regardiess of the method of payment.

State Agencies should refef to the State Purchasing Policies & Progedures Handbook at

htlg://www. state wv. us/adminfpurchase/default htmt where applicable; dnd the State Travel Policy at
to/www.state wiv. ustadmin/purchaseftrave /policy.hiril, except where otherwise exsmpted by

statute or rule. Higher Educatioh institutions should refer to their purchasing policies & procedures

and travel rules ahd policies, Any questions concarning purchasing or travel ruies, palicies, or

procedures should be referred to the Spending Unit's Purchasing Department or Travel CoordInator,
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The P-Card may beé used to make payments for goods, services, and travel that are not prohibited by
P-Card Policies and Procedures, Personaj charges are proh|blted

Any returned goods sheuld be credited to the P-Card. Debit cards, gift ¢ards or cash are not an

acceptable methed of recéiving refunds for returned goods, Any devlatlon from this poilcy must be
reported to the State Auditor's Office P-Card Division.

6.2 Transaction Limit

Individual transaction limits and credit limits are determined by each Spending Unit P-Card
Coordinator Upon approval by the State Auditor's Office P-Card Divislon. 1t Is a violation of palicy to

mahipulate the ordering, killing, or payment process in order to circumvent estabiished cardholder
limits,

6.3 Business - Related Travel

Except where otherwise exempted by statute or rule, Spending Unlts must use the P-Card for all
authorized business refated travel expenses whenaver the card |s accepted. The Spending Unit's
internal controls and accounting procedures for travel should be documented. These ¢ontrols will be
configured In thé wvOASIS Travel & Expehse Management System, which Is required for
reconciliation of all business related travel expenses Including those charged to an Individually
assigned P-Card.

If P-Cards are to be uéed solely for travel purposes, the appropriate “travel only” MCC group must be
designated on the PCC document.

Purchasing card authorized travel expenses include, but are not limited fo the foliowing:
» registration fee payments

alriiné ticket payments

vehigle rental payments (commerclal or state-owned)

fuelfor rental vehicles (commercial or state-owned)

other transportation tickets

hotel folio payments [ncluding business-related costs such as business phone charges and
business internst accéss

- % 9% @+ @

Except for approved Athletic, Student and Academic team related expenses, p-card authorized traval
expenses shall not include food expenses or any personal expenses on holel folios such as room
service or movie expenses. Proper documentation must be provided for any billing (i.€., hatel follos)
relating to multiple travelers.

Approved Athletic, Student and Academic team-related expenses must adhere to all applicable laws,
rules and regulations, P-Card pelicies and procedures, travel policies, and other geverning
instrumeants.
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Purchasing Card Policies and Procedures do not supersede applicable agency travel regulations.
The Spending Unit's récelpt requlrements for those business-related travel expenses pald using the
P-Card shall remain conslistent with the Spending Unit's apelicable travel policy. For those Spending
Units that have current autherization to utilize the P-Card for trave! purposes, and are not utifizing the
wvOASIS Travel & Expense managemeént system; coples of P-Card travel receipts should be
attached to the travel settlement form and referenced as a direct-billed item.

6.4 Usage Restrictions

Except whers otherwise exempted by statute, rule, or waiver from the State Auditor's Office P-Card
Division, the P-Card may not be used to obtain cash, cash credits, or cash advances. The P-Card
may be used for the purchase of gift cards, where duthorized by applicable law, rules and regulations,
or other governing instrumient, anly upon prior approval of the transaction by the State Auditor's Office
P-Card Division. Gift card purchases are not to be made until after prior approval has beén recelved.
The narhe (and signature if possitle) of the reciplent is to be documented.

6.5 Tax Reportable Transactions

The majorlty of payments made with a credit card or payment card and certain other types of
payment, including third party network transactions, must now be reported by the vendor's payment
settlement entity and are not subject to reporting by the State. Please refer to Administrative Policy
Statement Numper 35 for a listing of transaction types that aré .exceptlons and/or are otherwise
prohibited from payment with ths P-Card.

6.6 Qrdering

Payments may be made with the P-Card by phone, 'f'ax,'rﬁail, secured Internet site, ar In person.

Payments may be niade through 2" Party Payment Processors such as PayPal, Amazon
Marketplace, étc, ohly upon prior approval by the State Auditor's Office P-Card Division. When paying
by telephone, fax, mall, or internet, the vendor should be provided with a complste shipping address.

Shipping and handling charges must be includsd In the stated price and the total charge may not
exceed the cardholder's assigned transaction limft,

When placing the order, the vendor should be Instructed to provide an itemized Invoice or receipt,
The vendor may not chargé the account untli the merchandise has been shipped.

6.7 Tax Exempt Status

Thé State of West Virginia ig tax exempt and should nof pay tax to In-state vendors. Cardholders
sheuld remind vendors that the State of West \frgin a [s tax exempt before Initiating a transaction.
The Words *Tax Exempt” and the Spendmg Unit's tax identification number ara prmted on the P-Card,
The cardholder is required to provide the vendor with a copy of the Spending Unit's tax-exempt
certificate.
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Pursuant to our bank contract (Appendix J Billing Disputes Gulde), we may not dispute sales tax or
shipping and handling charges. It Is the cardholder's responsibility to ensure charge accuracy. Sales
tax or shipplng charges should be addressed Immediately with the vendor by the cardholder,

- 6.8 Hospitality

Hospitality expenses may be paid using the P-Card. Specific documentation requirements exist for
hospitality expenditures and that docuimentation must remain consistent regardiess of the methed of
payment. In addition to other documentation requirements, each hospitality event/functior must be
supported by an iterized récelptinvolce and a list (by first and last hame) of function attsndees. Any
hospitality documentation must be avallable to the State Auditor's Office P-Catd Divisich for
inspection.

6.9 Convenlence Fees and Surcharges/Checkout Fees

Convenlence fegs and Surcharges or Checkout fees may be paid by the P-Card at the discretion of
the Spending Unit. ItIs the responsibillty of the cardholder and Spending Unit Coordinator to
determine if these charges are acceptable to the Spehding Unit and in compliance with the card
brand's regulations. Any guestions or suspected misapplication of these fees by a vendor should be
reported to the State Auditor's Office P-Card Division for further investigation.

Cofivenlence fees are charges levied for the privilegé of paying for a product or service using an
alternative paymeant channel, or a payment method that Is not standard for the merchant. For
example; a movie theaterthat sells tickets primarily faceto-face may charge a convenience fee for
the online purchase of tickets with a credit card. The fee Is agsessed for the convenience of allowing
the purchase of tickets. online rather than face-to-face since the normal payment channel is a face-to-
face card swipe transaction

According to Visa, In the U.S, Region, except as specified otherwlse for Tax Payment Transactions in
"Tax Payment Program Fee Requirements - U.S. Region," a Merchant that charges a Convenlence
Fea must ensure that the fee is:

= Charged for a bona fide convenience in the form of an alternative payment channel
outside the Merchant's customary payment channels

« Disclosed to the Cardholder as a charge for the alternative payment channel
convenlence

+ Added ohly to a non-face-to-fage Transaction. The requirement for an alternate
payment chanret means that Mail/Telephone Order and Electrofiic Commerce
Merchants whose payment channels are exclusivaly non-face-to-face may not
impose a Convenience Fee,

» A flat or fixed amount, regardless of the value of tha payment due

C Applicable to all forms of payment accepted in the alternative paymént channe|
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Disclesed before the completion of the Transaction and the Cardholder [s glven the
opportunity to cancel

included as a part of the total amount of the Transactlon

A payment card surcharde, also known as a checkout fee, is an additional fee that a merchant adds
to a consumer's bill when he or she uses a credit card for payment.

Beginning January 27, 2013, approved merchants could begin assessing a surchargs for credit card
transactions. According to Visa, cettaln requirements must be met and complied with when
assessing surcharges or checkeut fées, which include the following:

The fee Is no greater than the merchant's average discount rate associated with the
Visa Credit card product type transactions being surcharged for the preceding one
manth or 12 months, minus the regulated debit cap established by the Board of the
Govemnors of the Federal Reserve System;

The fee does not in any event exceed 4% (even in cases where the merchant's
averagé discount rate exceeds 4%).

If the merchant acéepts a competing payment network brand that is as or more
expensive to the mefcharit than Visa, and that competing payment network limlts the
merchant's abllity to surcharge credit cards, the merchant may surcharge Visa Credit
cards only in the same way as the merchant would be aliowed to surcharge the
competing payment network's credit card (or on the terms on which the merchant
actually surchatges the compéting payment network’s credit cards).

|t the merchant accepts a competing payment network brand of credlt card that
prohibits of effectively prohibits the merchant from surcharging in a particular -
channel of commerce (i.e. either face-to-face or non-face-to-face), the merchant may
not surcharge Visa Credit cards unless it also surcharges the competing payment
network's credit cards regardléss of the cost of that card fo the terchant, The
amount of the surcharge on the competing payment network brand must equal at
least the lesser of: the cost to accept tha caompeting brand's credit cards or the
surcharge imposed on Visa Credit cards.

in addltion, a U,S. merchant who surcharges must provide clear disciosure to the
merchant's customers _

(1) at the point of store entry, or in an online environment on the first page
that references cfedit card brands, that the merchant imiposes a surcharge
that is not greater than its applicable merchant discount rate for Visa Credit
card transactiohs;

x  {2) at the point of Interaction or sale with the customer, of the meréhant's
surcharging practices (in¢luding the amount of any surcharges that the
merchant imposes and a statement that the surcharge Is being imposed by
the merchant), in a manner that does not disparage the brand, network,
Jssuing bank, or the payment card product belng used; and

v (3) of the dellar amount of the surcharge on the transaction recelpt provided
by the merchant to its customers.
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Additional information and updates regarding surcharging/checkout faes can bs found at
hitps://usa.visa.com/support/consumer/surcharge-fees. html

6,10 Ethics & Vendors

It Is unlawful for any vendor doing business with the State of West Virginia to provide a bribe, gratuity
or kickback i any amount to a P-Card holder or a Spending Unit, Spending Unit receiving gifts with
nominal value may keep such gifts (e.g., candy, fruit baskels, etc.) as lang as they are unsolicited and
shared and distributed fairly throughout the Spending Unit or the gifts may be donated to charities,
Any gift valued in excess of the amount noted {n the State's Ethics Act, (West Virginia Code §68-1-1,
et seq.) “The Ethics Act," should be returned to the vender, If possible, and reported to the State
Auditer's Office P-Card Division.

Please check with your Spending Unit to see if it Imposes rules of conduct in addition tc those
established by the Ethics Act. You can view the Ethics Act at hitp:/iwww.ethics wv.gov or emall the
Ethics Comtission at sthics@wv.gav.

Section 7.0: Transaction Ddcumentation & Reconciliation

Cardholdets are responsible for the review, ackiowledgement or dispute of all transactions that
appear on thelr P-Card statement. Documentation must be obtairied and maintained for each
transaction placed on the P-Card and must be available upon request by the State Auditor’s Office P-
Card Division. Docurmentation supporting a P-Card purchase or expendlfure may include re¢juisitions,
purchase orders, ltemized receipts, vendor invoices, packing slips, recelving reports, log sheets
(manual or electronic reviewfreconciliation documentatlon) indlvidual statements, or any other
evidential matter required by applicable laws, rules and regulations, P-Card Policies and Procedures,
and other governing instruments. Agencies should adopt a “zero tolerance” for missing or inadequate
documentation,

The reconciljation process should include a knowledgeable and indeperident review of
documentation, receipls, and transaction reports. Each Spending Unit js required to develop and
maintain accounting and internal controls that ensure P-Card usaga is consistent with applicable
laws, rules ahd regulations, P-Card Policles and Procedures, and other governing instruments and to
develop guldelines for distribution to cardholders, The raconciliation and review processes should be
documented incliding the date performed.

In those cases where it s determined that internal controls are not adequate, the Stats Auditor's
Office P-Card Division has the authority to request improvemerits and/or place P-Catd restrictions on
the Spending Unlt until such controls are éstablished, documented ahd Implemented.

7.1 Receipts & Receiving Repaorts
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Except where otherwise exempted by statute or rule, an itemized receipt must be obtalned for each
transaction placed on the P-Card. The receipt must be legible, itemized (reflecting the goods or
services purchased), and conitain the vendor name, date of purchase and price of iters. Racelpt
documentation may be paper or electronic and shall be retained by the Spending Unit. A receipt
description, which only states “Miscellansous”, or "Merchandise”, or only inclydes a vendoi's stock or
'tem number, is not acceptable, In the eventthat an acceptable form of recelpt is not avallable, the
cardholder shall cieate, either in paper or electronic form, an Itemized list which satisfies the
requirements set forth In this subsection, The cardholder and dlrect supervisor or coordinator's
sighatures, physical or electronic, are required as well as the date the goods were recelved, along
with whatever recelpt is available.

State Auditor's Legislative Rule 155 CSR 1, §155-1-5 requires “recalviig raports’j be filed with the
State Auditer's Office for all commoditles purchased for the State. P-Card *recelving reports” include:
successful scompletion of the trahsaction’s Receipt Date and Receiver fields on the PRCUU table by
the cardholder or autherized receiver, wvOASIS recelving documents (RCdoc), itemized receipts,
packing slips or othér forms approved by the State Auditor's Office P-Card Division and shall be
maintained by the Spending Unit and avallable for review upon request by the Stale Auditor's Office
P-Card Division. The person receiving the goods shall elther comn plete the RCdoc, update the Recelpt
date and Receiver flelds on the PRCUU table for the transaction, or sign the packing slip, itemized
recelpt of P-Card re¢alvifig report and state In wrlting, the date the goods or services were received, if
different than the 'date indicated on the vendor point of sale document. If the person recelving the -
goods [s ot the cardhclder and he/she completed anh RCdoc for the transaction, the individual
reconciling the transaction on the PRCUU table must update the Recelpt Date field and setect the
authorized receiver who completed the RCdoc from the Recelver fleld during the reconciliation
process. If the recelver does not update or complste the applicable WvOASIS documents, the sighed
_ P-Card recelving report must be forwarded to the ¢ardholder for transaction doctimentation and
reconciliation purposeés and Included as supporting decumentation, *Note- when a transaction is
made atid references a procurement document on the PRCUU table that includes an inventory item:
then itis mandatory to process an RCdoc in wvQASIS to update the Inventory tables.

Unless authorized by the State Auditor’s Office P-Card Divislon, all suppotting documentation must
be attached to every transaction within wvOASIS,

7.2  Transaction Statements, Reconciliation & Disputed ltems

- All Spending Units will receive electranic (or paper) statemerits. The statement closing date Is the 3rd
day of every month. Each cardholder is responsible for ensuring that his or her statement is
reconcued evéry month. The Spending Unit P-Card ccard!nator or chief financial officer is responsible
for ensuring the reconciiiation of the master account(s} within wvOASIS. Cardholders must review all
transactions to ensure that they are legltimate, for official State business, and that all required
documentation Is included. Unless approved by the State Auditor's Office P-Card Division, the
reconclliation process must be documented and cempleted within wvOASIS, For those Spendmg
Units whose cardholders are not wwOASIS users and thelr documented internal controls and
accolnting procedures reflect physical signatures and support documentation in thelr reconciliation
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process; the stpporting documentation must be attached to the corresponding transaction within
wvOASIS.

[ndIvidual statements are available onlins at www.citimanager.com. Individual and master
statements must be examined carefully for billing errars, debits due to erronecus biliing, or credits
made to correct a previously disputed item.

Disputed items may result from failure to recelve goods or serviges, Unauthorized transactjons,
defective merchandise, returned merchandise, incorrest amounts being charged, duplicate charges,
credits not yet recelved cénceled transactions or items not as described and attempted to be
returnéd to the merchant Transactions that appear fraudulent should be reported to the financial
institution and the State Auditor's Office P-Card Divislor immediatsly. If transactions that are
unauthorized by the cardholder are chatged to histher account, the cardholder should call the number
on the back of the card and follow the steps required by Citi in order to receive credit for the
uhauthorized transaction(s). The cardholder or proxy must also update the reconclliation status for
the transaction(s) on the PRGUU and/or PRCUT table to “Uhauthorized Use" and attach the
supporting documentation that was réquired by Citi. When the credit is received, the reconciliation
status should be setto “Unauthorized Use," Also, the original transaction should be refetsnced in the
comments field under the Commaodity Line>General (nformation section. Any subseqyent supporting
docuightation recelved from ClItf should be aftached to the original transaction on the PRCUT table,
All other items should be disputed on the cardholder dispute form.

Pursyant to qur contract with Giti (Appendrx J Biiling Disputes Guide), we may not dispute sales tax or -

shipping and handling charges. 1tis the cardholder's responsibllity to ensure charge accuracy. Sales
tax or-shipping chargés should be addressed immediately with the vendor by the cardholder,

The first step in the dlspute process |s for the cardholder to contact the vendor and attempt to resolve

the probletn, If the vendor Is unwilling to credit the charge, the cardholder must provide
documentation that the véndor was contacted and unwiliing to credit the charge. A dispute fokm
should be filed with the State Auditor's Office P-Card Division within 60 days from the statement date
that contains the disputed item. A copy of the statement the disputed charge appears on and any
other supporting documentation for the disputed transaction MUST be attached to ALL dispute forms.
Thess fofms afe to be faxed to the State Audltor's Office P-Card Division at 304-340-5083, Do NOT
fax forms directly to the bank, The-ceordinator must ensure all required‘dispute documentation is
attachiéd to the corresponding transactiort in wvOASIS or maintain documentation in a centralized
location concerning the resolution of each disputed transaction submitted where the Spending Unit
has been authorized to store stppotting documentatioh autside of wyOASIS. Thé Spending Unit
must pay the statement amount pending resolution of the dispute.

All disputed transactichs must be identified as such within wvOASIS. Elther the cardholder or proxy
must change the Reconciliation Status fleld to “Disputed.” Also, the Dispute Reason Code and
Dispute Reason Description should reflect the same dispute reason identified on the dispute form.
Upon resolution, the Reconciliation Status field must ba changed to *Dispute Resolved,” all additional
suppofting documentation related to the resolution of the disputed transaction uploaded as an
attachment, and the Comments fleld utilized to clearly explain the resolution, If a credlt transaction Is
recéived pursuant to a disputed transaction, the recondiliation status should be set te "Dispute
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Resolved," and the original transaction should be referenced in the comments field under the
Commodity Line>General Information section.

If a cardholder consistently has p_robléhs with a particular vendor, & P-Card Vendor Complaint Form
should be submitied to the State Auditor's Office P-Card Division. The State Auditor's Office P-Card
Division will work with the Spending Unit and the vendor to seek a resolution.

7.3  Reconciliation Software

Unless authorized by the State Auditor's Office P-Card Division, reconciliation of P-Card transactions
must bé completed within wvOASIS,

74 Record Retention

For P-Card program evaluation and inspection purpoeses, Spending Units must keep all active
cardholder documentation relating to the State Auditor's Office P-Card Program (cardholder
applications, egreements, maintenance forms and training certificates).

All documentatlon must be kept for a minimum of two (2) years from the ehd of the fiscal year in
which the last transaction was completed and/or a program svaluation has been completed by the
State Auditor’s Office P-Card Divislon, These records must be avallable to the State Auditor's Office
P-Card Division upon request. The P-Card Division takes no posliion regarding the appropriate
records rétention period or records destructton schedule forany specrﬂo agency. The P-Card
Division dces recommend that agenc;es consLlt with legal counsel prior ta the destruction of any
document,

This rule does hot supersede the redord retention policy of the Spending Unlt or other state or fedaral
retention policles or tecord retention policles otherwise provided for herein.

7.5. Imaging

Images of supporting documentation attached to transactions within wyQASIS will be considered
original documentation by the State Auditor's Office and hard coples of the attachments are not
required to be kept, It is the Spending Unit's respensibliity tc ensure all imaged documents are
complete and legible before destroying any hard copy.

This rule does not supersede the documentation requiresments of the Spending Unlt, ather state,
faderal, or applicable govermning bedies.

Section 8,0: P-Card Maintenance

8.1 Maintenance Requests

Al maintenance requests must be submltted utilizing a PCC decument within wvOASIS. Account
maintsnance perfarmed at the discretion of the State Auditor's Office P-Card QOpsration's Divislon wil

[

WVSAD-PCPP
Rav. Augus! 2018

WALKER 137



be reflected on the dally cardholder changs report, which is avallable to all head Spending Unit
coordinator's and/or thelr designea(s).

8.2 P.Card Cancellation

P-Cards must bs cancelied iImmediately upon termination of or separation from emp loyment. The
Spending Unlt coordinator is responsible for ensuring that the P-Card is destroyed and that a PCC
document is completed and submitted through wvOASIS to the State Auditor's Office P-Card
Division.

8.3 Lost or Stolen Cards

Immediately report lost or stolen P-Cards to the financial nstituticn and the Spending Unit P-Card
coordinator within 24 hours to limit cardholder liability.

Ta report a lost or stolen P-Card, call 1-800-790-7206 or 1-800-VISA911.

A PCC document is not required for lost or stoleh cards, However, the Spending Unit Coordinator
must promptly netify the State Auditor's Office P-Card Division the actouht has been reporied lost or
stolen to Citl or Visa. The coordinator is also responsible for ensuring the lost or stolen card *Status”
and “PCard Inactive Reason" fields have been updated on the PRCUI table the next business day to
reflect an *{nactive” account, The PCard Inactive Reason for lost or stolen accoutits Is typically F1, If
these have not bean updated, the coordinator should contsct the P-Card Operations section,

Section 9.0: Fraud, Misuse & Abuse
West Virginia Code, §12-3-10b, states;

“It is unlawful for any person to use a state P-Card, Issued in accordance with the provisions of
section ten-a of this article, to make any purchase of goods or services in a manner which Is contrary
to the provisions of seation teh-a of this article or the rules promulgated pursuant to that section. Any
person who violates the provisions of this section is gullty of & felony and, upon conviction thereof,
shall be confined in the penitentiary not less than one nor more than five years, or fined no more than

five thousand dollars, or both fined and imprisoned.”

Failure to comply with P-Card Pollcies and Procedures, rules, and law asgoclated with the State P-
Card Program may result in revocation or limitation of P-Card privileges, a périod of probation, or

mandatory P-Card tralning In addltion to any othér discipline desmed necessary or appropriate by the
Spending Unilt.

Instances of unlawful use, possible fraud, misappropriation, or mismanagement with the P-Card shall
be reported immediately to the CFO of the Spending Unit. The CFO shall réport alf aforementioned
Instances to the Deputy State Audltor/Execytive Director of the State Auditor’s Cffice P-Card Division
within 24 hours of his or her discovery. Internal P-Card investigations do not supersede this
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requirement and are only to be conducted upon approva! by the Deputy State Auditor/Executive
Director of the State Auditor's Office P-Card Division.

The P-Card is a privilege hot a right and disciplinary action may be taken for fraud, misuse or abuse
of the P-Card,

9.1 Fraud

Fraud Is a deception deliberately practiced in ordar to secure unfalr or unlawful gain. Fér example,
fraud ocours when the cafdholdet's account informatier has beeh Intentionally utilized for personal
gain. Intentional use of the P-Card to make purchases for personal use or nori-state business Is
fraudulent and Is prohiblied.:

Individuals using the P-Card to knowingly pay for itams intehded for personal use will be subject to
disciplinary action up to and including termination and prosecution under state law, and may be
subject to civil action by the credit card company for persenal flabillty,

9.2 Misuse & Abuse

Misuse/Abuse is the improper, tnlawful or Incorrect use, compromise or misapplication of the P-Card.,

Examples include;
» Fallure to maintain security protecting your P-Card
» Paying for items In which the P-Card is not authorlzed for payment

» Purchase of guthorized goods or sérvices, at terms (&.g. price, quaritity) that are
gxcessive

9.3 Failure to Follow P-Card Policles and Procedures

Individuals or Spending Units falling to properly follow the P-Card Policies and Procedures, rutes, and

laws assoclated with the State P-Card Program will be subject to disclplinary action as referenced in
this section.

The State Auditor's Office may limlt and revoke P-Card privileges, Institute a period of probation or
require a mandated training for any Spending Unit or subdivision of a Spending Unit if that Spending
Unit.is found to have violated State P-Card policies and prosedures and falled to take cotrective
action.

Spending Units in which P-Card privileges have been suspended will be eligible for agsessment of a
special penalty fes double the amount of the cutrant penalty fee and will incur the increased costs of
conventlonal payment processing. Spending Units may also be assessed a penalty fee of two (2)
dollars for any purchase submitted for payment to the State Auditor's Office threugh the conventional
payment process that could have been pald using the P-Card.

20

WYSAD-RGRP
Rev. Augusl 2015

WALKER 138



Section 10,0: Program Evaluations

10,1 Monitoring and Examinations Performed by State Auditor’s Office P-Gard Division

Program evaluations and other examinations of the agency's P-Card pregrams, as well as monitoring
of P-Card transactiors, will be conducted by the State Auditor's Office P-Card Division to determine
compliance with all P-Card Policies and Procedures. All transaction regeipts, reconciliation

documentation, and related support documentation muist be provided t6 the State Auditer’s Office P-
Card Divisicn upon request,

Failure to provide all required documentation may result in the cancellation or restriction of a
Spending Unit's P-Card privileges, After the program evaluation/exarnination Is compléted, the State
Auditor's Office. P-Card Division will present a report to the Spending Unlt's agency head, chlef
fihancia! officer; and cabinet secretary (It applicable). A courtesy copy will also be provnded to any
agency with applicablé oversight responsibliity,

The Spending Unit will be granted the cpportunity to respond to the program evaluation issues. The
final program evaluation {management) report will consist of Isstes fof management consideration as
well as the written résponses provided by the Spending Unlt.

10.2 Spending Unit Reviews

Spending Unlts are encouraged to conduct random reviews of transactions within their programs,
Vatious reports ate available through the electronic reconcillation software preducts, Coordinaters
should be knowledgeable of the types of transactions appropriate for cardholders within their area of
responsrb lity and review, and have the authority to request documentation for any transaction
appedring on a cardholders account.

Instances of unlawful use, possible fraud, misappropriation, or mismanagemerit with the P-Card shall
be reported immeédiately to the CFO of the Spending Unit. The CFO shall report all aforernentioned
instances fo the Deputy State Auditor/Exscutive Director of the State Auditor's Office P-Card Division
within 24 hours of his or her discovery in a format appraved by the State Auditor's Office P-Card
Division.

10.3 Corrective Training

Tralning will be conducted as needed after the completion of program evaluations. This training will
focus on issues addressed in the management report, and, wilt advise agency managament on the
proper use of the P-Card.
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Section 11.0: Emergency P-Cards

11.1  West Virginia State Agencies and Institutions of Higher Education
11.1.1 Authorization of P-Cards for Emergency Use

P-Cards will be authorized for Use by emergency management or response personnel. P-Cards may
be utilized for payment when an emergency, public necessity, rescue, relief or disaster Is declared by
a Board of Public Weorks member or his or her designes, or the Presudent of an Institution of Higher
Education or his or her designee and approved by the chancelior and will only remiain activated
throughout the declared emergency for such purchases as may be required. State Agencles should
refer to the State Purchasing Policies & Proceduras Hahdbook at

hitp:/iwvew state wy. Us/adniin/purchase/default. htmi, Higher Education Institutions should refer to thelr
emergency purchasing policies & procedures. Any questions concerning emefgency purchasing

rules, policles, or procedures should be referred to the Spending Unit Purchasing Department.

Agencles that may be called upon to respond in these situations must contact the State Auditor's
Office P-Card Division to establish an implementation plan for emergency P-Card use as well as for
amergancy contact Information for individuals involved.

11.1.2 Emergency P-Card Activation

Upon declaraticn of an emergency, [public necessity, rescue, relief or disaster,] the P-Card
Coordinator of his or her emergency deslgnee for the authorized emergency management or
response personnel shall coritact the State Auditor's Office P-Card Division to request use of the P-
Card for emérgency purposas or, whers applicable, to request activation of the card, The P-Card
coordinator cr emargency designee shall, when deemed necessary, reqliest increasss in the cradit
limit to meet the requirements of the emergency. Within five (5) business days of an emergency, the
written confirmation of the declaration of emetgency shall bz sent to the State Auditor's Office P-Card
Division, as well as a [ist of authorized emergency management and response personnal responding
to the spectﬁc situation. A emergency terminates thirty' (30) days from the date of proclamation,
uniéss previously extended or terminated by written prociamation by the inltiating member, the
president with approval by the chancellor, or the passage by the legislature of a concurrent resojution
terminating such emergengy, [public nacessity, rescus, relief or disaster.)

11.4.:3 Payment of Invoices

The P-Card account must be paid in full at the end of each billing cyele. The authorized emergency
mahagement or response personnel shall have additlonal thiry (30) days after the termination of the
emergency to pay involces for goods and services rendered during the erhafgency, [public necessity,
rescue, relief or disaster,) as approved by the State Auditor's Office P-Card Division, Except as
othenmse provided by statute or rule, the P-Card policies and procedures shall be followad for-all
emergency purchases.
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-11.1.4 Accounts

Each State Agency or institution of Higher Education may ke issued a separate master account for
emergency purchases.

11.1.5 Emergency F-Card Program Evaluations

A program svaluation will be performed by the State Auditor's Offlce P-Card Divislon of all P-Card
transactions relating to a declared emergency, [public necessity, rescue, relief or disaster,]

11.2 West Virginia National Guard

11.2.1 Issuance of Emergency P-Cards

The Adjutant General will issue Emergency P-Cards to selected members of the West Virginia Army
and Air National Guard called to Active Duty by the Governor for state emergencies such as floods,
snow storms, fires or any other disaster so ordered.

11.2.2 Policies

AGD MEMORANDUM Number 01-01, revised June 15, 2008, contains the policies and procedures
for thé use of the West Virginia Emergency P-Card by members of the West Virginia National Guard.
tn addition to this memorandum, the State P-Card Policies and Pracedures Manual will be followed by
The Adjutant General,

Section 12 ~ Definitions:

Athletic, Student and Academic Team-Related Expenses - Experises generated by a team-related
activity which may include student trave!, necessary team-related medical or drug testing or
treatment, food, or hospitality expenses paid for by a designated, authorized employee at an
institution of Higher Education.

Auditor's Office ~ West Virginia State Auditer's Office.

Cardholder - Individual responsjble for and named on the P-Card.

cardholder Account Number - The individual account number assigned to each State of West
Virginia payment account.

Cardholder Agreement Form ~ An elegtronic form within the P-Card Tralning program signed by the
cardholder that acknowledges that the cardhalder has had adequate training, understands the P-Card
Policies and Procedures, and accspts responsibility for compliance with all policies and procedures.
Cardholder Application - A PCC document that initiates the P-Card issuance process.
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Chief Financial Officer - The indlvidual responsible for oversight of the financial actlvity within a
Spending Unit.

Collusion ~ A secret agreement between two or more partles for fraudulent, illegal, or deceitful
purposeas.

Disputed Item ~ Transactions from merchants who are unwilling to issué credits that result from
failure to receivé goods or services, unauthorized transactions, defective merchandise, returned
merchandise, Incorrect amounts being charged, duplicate charges, credits not yet received, canceled
transactions or Items not as described and attempted to be returned to the merchaht.

Electronic Signature — An electronic sound, symbol or process attached to or logically associated

with a record and executed or adopted by a person with the intent to sign the record. (See WV Code
30A-1-2(8),

Emergency Management or Response Personnal - All persons acting under color of authority of
state law engaged in rescue efforts, emergency or disaster relief regovery or coordination of
emergency services, and are identified as such by a Board of Publlc Works member,

Fraud — Any transaction, intentlonally made, that was not authorized by thé cardholder

General Emergency « The occurrence or imiminent threat of widespread or severe damage, injury or
loss of life such that a state of emergency is declared by the Governor or the Legislature pursuant te
Wes! Virginia Code §15-5-6,

Goods - Materials, supplies, commeoditles, equipment, and any other articles or items used by or
furnished to a Spending Unit,

Higher Education Emergency - The océurrence or imminent threat of substantial damage or risk to
health or safety at an institution of Higher Education stich that a state of emergency Is declared by the
president of the institution and approved by the chancelior pursuant to West Virginia Code §18B-5-.
Emergencies may include, but are not limlited to, partlal or total destruction of a campus fagility, loss
of g critical compdhent of utitity infrastructure; heahng‘ ventilation or air condition faiiure in an
essential academic bullding; loss of a campus toad, parking lot or campus entrarice; or a local,
reglonal, or hational emergency situation that has a direct impact on the ¢ampus.

Hospitality - Food, nonalcohcllc beverages, and related expensas for the recsption of guests by a
Spending Unit for a specific event or functicr relating to conducting State business,

Individual Statemant - A [isting of transactions avaiiable manthly to the cardholder indicating alt
activity on an individual P-Card.

Master Billing Account Number - The master account number assigned to each Spending Unit for
billing purposes.
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Master Statement - A list of transactions available monthly to the Spending Unit coordinator

indicating all activity on each individual P-Card that rcfis up to that Spending Unit's master account
number.

Official State Use ~ Payments made by a cardholder on behalf of the State as permitted by law and
P-Card policles and procedures.

P-Card Coordinator » The Individual designated by each Spending Unit to administer the P-Card
Pragram within the Spending Unit.,

P-Card Delegation - The practice of allowlng an ingividual other than the cardholder whose hame
appears on the front of the P-Card to have access to the P-Card or P-Card number to initiate or
complete a transaction,

P-Card Provider - The fihanclal institution providing P-Card services to the State of West Virginia.

Program Administrator — The Deputy State Auditor/Executive Difector of the State P-Card Program
in the State Auditor's Office P-Card Division.

Public Necessity, Rescue Relief or Disaster — The cccurrence or imminent threat of harm or
damage tc a significant resource area,

Purchasing Card (P-Card) A payment account issued in the name of an indlvidual efnployee of the
Stale of West Virginia for official state use,

Receipt - An iterrized document indicating the vendor, the price per item, and ths total amount
charged in g transaction.

Reporting Hierarchy - The description assigned to each level within the organizatienal hierarchy that
defines the Cardholder's or Coordinator's re!ationsh}p within the Speénding Unit's reporting and/or
review structure,

Spending Unit — Depattment, agency, or institution of state .governmenf.

Spending Unit Contract - A legal and binding instrument between the state Spénding Unit and a
vender to provide goods or services.

Transaction ~The payment for goods and services and other ltems as set forth in 155 CSR 7.2.
Transaction Limit - The maximum dollar amount permitted in any single transaction.

Travel Expenses - Ah employee's individual expenses geherated while engaged in job relatad
activities away from the employee’s regular place of employment, Travel expenses include, but are

not limited to the following: registration fee payments, airline ticket payments, vehicle renta
payments, other transportation tickets, hotel fclic payments including business-related costs such as
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business phone charges and business internet access, Travel expenses shall notinciude any
persohal expenses on hotel follos such as room service, movie expenses, or food expenses,

Vendor - The supplier of goods or services to the State of West Virginia.

Section 13: Forms-Hyperlinks to Forms
Wv-49

Administralive Pollcy Statement Number 35

Hosgpitality Docurmentation Event Infermation Form

P-Card Dispute Ferm

P-Card Vendor Complaint Forin

Sample P-Card Travel Settlement Summary Form

Tax Exemption Cerilficate
Unauthorzed Card Use Affldavit

3" Party Payment Processor Walver
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