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Procurement

BPC Training Slide Deck and Related Information
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Procurement Process

1. Purchases are limited to $1,000 or less per
transaction. Under no circumstances
should a purchase be split to avoid
spending limit.

2. UCMarket is the preferred method to
procure goods prior to utilizing the BPC.

3. See If the merchant provides any
applicable discounts.

4. Documentation must include merchant
name, date of purchase, description of
items purchased, quantity, total cost and
business purpose.



https://solutions.sciquest.com/apps/Router/Login?OrgName=UCMO
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Purchases are considered split payment when dividing a single and full
amount into two or more transactions, resulting in a cumulative total of
over $1,000.
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UCMarket
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Procurement

BPC Training Flash Cards
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1. Prohibited BPC Purchases Include...

d

Linforth, P. (November 19, 2016). No Entry. Retrieved
from https://pixabay.com/illustrations/no-entry-stop-

business-restricted-1829103/
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Prohibited BPC Purchases

* Personal Items

e Construction/Renovation

 Animal Purchases

e Gifts Cards

« Computer Hardware & Software

e Services — medical, attorneys, performers
e Furniture

« Hazardous Chemicals

*Refer to the Business Procurement Card Manual for a list of items
prohibited from purchasing.



/offices/procurement-and-materials-management/internal-resources/fac-staff/pcard-operating-policies-procedures-manual.pdf
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2. Personal ltems

While picking up office supplies that were unavailable on
UCMarket, I also bought some packing boxes for a garage
sale | am having this week. 1 paid cash for my boxes,
then charged the remaining balance to my BPC. Is this
okay since | didn't charge my personal items to my BPC?

Pixabay. (January 29,
2016). Office supplies.
Retrieved from
https://pixabay.com/pho
tos/office-supplies-table-
business-1149055/
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2. Personal ltems

No. Personal items of any nature should be billed separately and
paid for with your own funds to prevent an audit finding. Tax-
free items must be for official university business.

TechPhotoGal. (November 9, 2015).
Credit Card. Retrieved from
https://pixabay.com/photos/creditg
card-money-cash-credit-card-
1080074/
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3. Construction/Renovation

Does painting my office fall into this category?

Jarmoluk, M. (May 9, 2013). Painter. [Image].
Retrieved from https://pixabay.com/photos/painter-
painting-employee-building-2751666/
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4. Animal Purche50003 540 1288s
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5. Gift Cards
6. Computer Hardware

Gift cards, computer hardware and software ar
unacceptable purchases. 5. (AUGUST 1D,
Software. Retrieved from

Gift cards are considered cash for tax purposes, https://pixabay.com/illustrations/so
therefore potentially taxable. ftware-cd-dvd-digital-disc-417880/

The Office of Technology must ensure that any
_hardware or software purchased is compatible,
e supportable, and if the University can comply with
‘/ the end-user agreement.

4).

2 , T. (February 26, 2018). Banner. Retrieved from
“https://pixabay.com/vectors/banner-ribbon-present-
postcard-3181255/
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6. Services 2 Medical, Attorneys Performers
/. Furniture

Services and furniture purchases should go
through other channels.

The University has contracted furniture
vendors to ensure quality.

Kim, M. (January 6, 2016). Juggling.
Retrieved from

https://pixabay.com/photos/juggling-
jugglers-play-stunts-park-1176425/
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8. Amazon Purchases
9. Hazardous Chemicals

Please contact Environmental Health and
Safety with any questions regarding the
purchase or disposal of any hazardous

material. A

Lomas, P. (August 18, 2017). Biohazard. Retrieved
from https://pixabay.com/illustrations/biohazard-
warning-symbol-danger-2654431/



/offices/environmental-health-and-safety/index.php
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Travel

BPC Training Flash Cards and Related Content
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Travel

Travel expenses are those expenses authorized and incurred
while transacting official business away from the campus.
These expenses may include such items as meals,
transportation, lodging, and registration fees for conferences
and workshops.




ACTION =~ OPPORTUNITY |

Travel Pre-Approval

All overnight travel requires pre-



/offices/accounts-payable/internal-resources/fac-staff/chrome-river/documents/cr-preapproval-reports.pdf
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Prohibited Travel Purchases

e Alcohol
« Charitable or political contributions



https://preview.ucmo.edu/offices/general-counsel/university-policy-library/procedures/travel-guidelines-and-procedures/index.php
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1. Alcohol

No. Personal items of any nature should be billed separately and
paid for with your own funds to prevent an audit finding. Tax-
free items must be for official university business.

TechPhotoGal. (November 9, 2015).
Credit Card. Retrieved from
https://pixabay.com/photos/credigs
card-money-cash-credit
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2. Charitable or Political
Contributions

Charitable or political purchases are blocked
merchant category codes since they are not
allowable charges.

———

Crooks, A. (March 2, 2015).
Donate. Retrieved from
https://pixabay.com/illustrations/
donate-charity-giving-give-aid-
654328/
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3. Spousal/Companion Expenses
4. Laundry Services

Companion and laundry services are prohibited purchases on

fhe BPe ——
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entertainment

Additional unauthorized BPC purchases
Include mini-bar items (including bottled
water in the room if not complimentary).

ltems or activities of personal
entertainment, snacks, and personal
reading material are also unapproved
purchases. Please refer to the University’s
Travel Guidelines for a complete list.

5. Mini-bar items, including bottled water
6. Movies, golf, other personal

Soon, H. (September 13, 2018).
Golf. [Image]. Retrieved from
https://pixabay.com/photos/golf-
golf-course-grass-sport-green-
3685616/
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Lodging

1. The tax exempt certificate should be
provided to hotel/motels in Missouri.

2. University Travel Guidelines recommends
UCM employees seek lodging rates that are
reasonable using the GSA guidelines as a
definition of “reasonable” rates.

3. ltemized receipts must be submitted for
lodging to document overnight travel as a
true business expense.

4. Hotel internet access fees are allowable
only when used for University business.



/offices/general-counsel/university-policy-library/procedures/travel-guidelines-and-procedures/index.php
http://www.gsa.gov/portal/category/100120
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Meals

There are four types of allowable meal categories:
 Overnight Travel Meals

« Same Day Travel Meals

* International Meals

* Business Hospitality Meals

Refer to the University Travel Guidelines for meal
allowances.

Business Hospitality Meals must include the date of the
meal, name & location of restaurant, amount of meal,
business purpose of the meal and individuals attending
the meal. Please include this information in Chrome River



/offices/general-counsel/university-policy-library/procedures/travel-guidelines-and-procedures/index.php
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Transportation

1. The most economically available mode of
transportation should be used.

2. Enterprise Rental is the preferred car rental
agency and should be used when
available.

3. For out of state travel, commercial airline is
the preferred mode of travel if it is more
economical for the University.
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Out-of-State Travel Report *

Full-time UCM employees with a spouse that:
e Travels out-of-state
 Not employed by UCM

e Incurs expenses which are paid/reimbursed
by the University

UCM employee must file with Missouri Ethics
Commission at http:.//www.mec.mo.qgov/

*1 time and quarterly


http://www.mec.mo.gov/
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Monthly Chrome River Submissions

Envelope Slide Deck
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Submit the following items through
Chrome River:

ltemized Receipts

Missing Receipt Declaration for any missing receipts
Travel Pre-Approval of each overnight trip (if applicable)
Conference Agenda

Attendees and business purpose noted in Chrome River
(business hospitality meal)

a bk wbdeE


https://preview.ucmo.edu/offices/accounts-payable/internal-resources/fac-staff/documents/missing-receipt-declaration.pdf
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ltemized Recelpts and Missing
Recelpt Declarations

Missing receipt declarations should be rarely used. If a
cardholder turns in multiple declarations, he or she along with
their Budget Manager will be contacted. One responsibility



https://preview.ucmo.edu/offices/accounts-payable/internal-resources/fac-staff/documents/missing-receipt-declaration.pdf
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Acceptable
An itemized receipt
shows the vendor, date,
quantity, description
and cost of each item,
total charge and method
of payment

Unacceptable
A credit card receipt by
itself only shows the
total. It lacks sufficient
detail about the nature
of the purchase.

Sales Tax Note
Cardholder should
inform the merchant
that UCM is tax exempt.
Tax exempt number is
imprinted on the front
of the card.

The | &
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Conference Agenda

The Conference Agenda summary is needed because it
confirms the dates of travel status and will indicate if
meals are provided as part of the conference
registration fees. University policy does not allow
additional meal purchases if already paid for as part of
registration. If you are presenting at a conference, a

copy of your presentation does not need to be
submitted to AP.
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Business Hospitality Meals
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Business Procurement Training

Additional Content Slides
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Cardholder Requirements

1. Complete the BPC Application — sign as
cardholder and obtain other required
approval signatures.

2. Send the approved application to
Accounts Payable, ADM 316.

3. Accounts Payable will contact you when
your card arrives to schedule and
complete the BPC Training Course.



/offices/accounts-payable/internal-resources/fac-staff/documents/boa-creditcard-application.pdf
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Cardholder Requirements Cont.

5. Read, complete and sign the
cardholder agreement.

6. Activate your card and choose a PIN;
the verification code is your 700#.

/. Complete the renewal assessment every

three years.
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Cardholder Responsibilities

1. The cardholder is responsible for completing the
training, complying with University policies and
procedures, retaining itemized receipts and other
documentation, and recording the business

purpose.

2. A cardholder is able to charge up to their credit
Imit based upon the department Budget
M
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ardnolder Responsibilities

Continued

5. If there are any unauthorized charges, the
cardholder is responsible for disputing
these charges within 60 days with the
merchant and Bank of America.

6. Sign the back of the card as soon as you
receive it and keep in a secure place.

/. Never give your card number over the
phone unless you initiated the call.
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Infractions

 Non-compliance with UCM fiscal guidelines

« Fallure to submit Chrome River Expense
Reports to Accounts Payable by the 10t of the
month twice in one Fiscal Year

 Improper purchase or travel documentation




ACTION =~ OPPORTUNITY |

Infractions Conseguences

Occurrences within a rolling 12 month period:
« Single abuse — Written Warning

« Second occurrence - Suspended use of
card for a minimum 3 billing cycles (90
days)

 Third occurrence - card canceled for up
to 12 months

- Department Budget Manager can
request permanent suspension if incident
IS severe




