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1. Program Overview 
 

1.1 University of Central Missouri Purchasing Card Program 
 

1.1.1  The University of Central Missouri Purchasing Card is a University-sponsored 
credit card program offered through UMB Bank VISA Purchasing Program for the 
purchase of goods and services as required for conducting University business. 
The University’s Purchasing Card Program is to establish a more efficient, cost-
effective method of purchasing and paying for small dollar ( less than $1,000) 
transactions within established usage limits. The Purchasing Card can be used for 
in-store purchases, telephone, fax or on-line orders. Under no circumstances will 
travel or travel related expenses items be paid for with the procurement card. 

 
1.1.2  The University of Central Missouri Purchasing Card is a corporate-liability card; 

all charges incurred by individual/department cardholders are paid directly by the 
University to UMB Bank that issues the card.  

1.1.3  Since the University is liable for all charges made on the card, cardholders must 
use discretion and good judgment when making purchases. Cardholders are 
responsible for authenticating the validity of all charges incurred by signing their 
monthly statements or by submitting required reports, on a regular basis. Each 
Department shall retain all original card documentation for review and audit by 
the designated auditing officials.   

 
1.1.4  All Purchasing Card transactions are taken directly from the Departmental Budgets.  

 
  1.2 Purchasing Card Program Oversight 

1.2.1  The University’s Purchasing Card Program is under the purview of the Vice 
President for Administration and Finance. The program’s administration is 
delegated the Director of Procurement and Materials Management with the day to 
day operations and bank liaison being attended to by the Purchasing Card Clerk. The 
Controller and Accounting staff members shall provide collaborative assistance as 
required. The University Internal Auditor performs such random test on the 
Purchasing Card Program to ensue compliance and shall investigate fraudulent 
activity.     

1.3 Internal and External Parties Involved  

1.3.1  Agency - the University of Central Missouri who arranges with the card issuer, 
UMB for the issuance of purchasing cards to approved employees and agrees to 
accept liability for the employees' use of the cards.  

1.3.2 Cardholder - an employee of the University of Central Missouri who is approved by 
his/her department head to use the purchasing card to execute purchase transactions 
on behalf of their department.  
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1.3.3 Card Issuer - UMB Bank services were contracted for/by the State of Missouri, to 
issue Visa Purchasing Cards to University of Central Missouri employees, to bill the 
University of Central Missouri for all purchases made on the cards, and to collect 
payment from the University of Central Missouri on behalf of the vendors.  

1.3.4   Executive Officers - defined as the President and his or her direct reports. The 
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• Purchases involving trade- in of University property;   
• Sales Tax (Missouri); 
• Travel Expenses (e.g. lodging, meals, rental vehicles);  
• Services of sole proprietorships, individuals, or non- incorporated 

businesses (These are 1099 reportable);  
• Professional and Consulting Services;  
• On-line purchases requiring an agreement (e.g. E-bay);  
• Any purchase categories blocked through the purchasing card Merchant 

Category Codes (MCC) as determined by Director of Procurement and 
Materials Management and listed as Appendix 6;  

• Gift Cards;   
• Non University related products or services for which the Cardholder 

derives some personal gain, benefit or service; 
• Intellectual Property (e.g. photography services, webpage/software 

development) ; 
• Animal Purchases. 
• Unauthorized/Unlicensed/Disbarred Vendor 

 
 
2. Roles and Responsibilities 

2.1 Cardholder Responsibilities 

2.1.1 The Cardholder must only use the Purchasing Card for legitimate business purposes. 
The Purchasing Card may not be used for travel, registration fees, entertainment, 
cash and other categories as included in the Blocked Merchant Category Code list 
included in these polices and procedures. Misuse of the card will subject the 
Cardholder to disciplinary action in accordance with University of Central Missouri 
Policies and Procedures relating to disciplinary action and termination for cause. 
The Cardholder must:   

• Have the approval of department head in order to obtain a card;  
• Accept personal liability for inappropriate card use; 
• Subject to discipline; 
• Maintain card security; 
• Exclusive use by cardholder; 
• Adhere to limits and restrictions; 
• Obtain documentation (receipts etc) and provide to Dept. Liaison; 
• Notify Dept. Liaison if coding of transaction should be changed from 

default; 
• Resolve disputes with vendors & notify Bank of non-satisfaction 

resolution; 
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• Identify and update charges that requires submission of use tax or account 
charges within 10 days of posting of transaction; 

• Assist in resolving dispute not resolved by cardholder; 
• Changing Banner FOAPALs on the FAAINVT Screen for cardholder; 
• Notify Purchasing Card Clerk of lost or stolen cards; 
• Instructing Purchasing Card Clerk to cancel cardholder accounts for 

termination, transfer, or lost privileges;  
• Collecting cards from cardholders and sending to Purchasing Card Clerk. 

2.3  Department Head 

2.3.1 Academic or Administrative Officers that report directly to the Executive Officers 
(e.g., Assistant VPs, Deans). The procurement card transactions of Academic or 
Administrative Officers require approval by their Executive Officer. The 
Department Head responsibilities include:    

• Approve cardholders; 
• Assign Department Liaisons; 
• Designate Banner FOAPAL; 
• Submit application to Purchasing Card Clerk; 
• Receive notification from cardholder of lost or stolen cards; 
• Designate a maximum of 2 Dept. Liaisons; 
• Review and sign charges by Dept. Liaison incurring their own charges. 
• Have transactions approved by Executive officer; 
• Establish monthly dollar limits for cardholders; 
• Develops Purchasing Card safeguarding procedures;  
• Ensure cardholders is appropriate to have authority and meet requirements 

for obtaining the card; 
• Ensure cardholder abides by policies and procedures; 
• Ensure records are properly maintained. 

2.4  Purchasing Card Clerk Responsibilities  

2.4.1 The Procurement Office will assign a Clerk to be responsible for the over-all 
Purchasing Card program. The Purchasing Card Clerk responsibilities include:   

• Coordination of the card program; 
• Acts as intermediary in corresponding with card issues; 
• Receives notification from cardholders for lost or stolen cards; 
• Receives cards from termination or transferring cardholders; 
• Receives request for card cancellations for termination, transfer or lost 

privilege from Department Liaison; 
• Review department approved application for completion; 
• Submit completed application to Bank Issuer; 
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• Receive cards from the Bank Issuer;  
• Assist in provide training to Department Liaisons; 
• Provide training to cardholders; 
• Obtain cardholders signatures for Purchasing Card on the Purchasing 

Cardholder Agreement; 
• Assisting in disputes not resolved by Cardholders or Department Liaisons; 
• Review card usage for trend analysis; 
• Review for inactive usage of cards and makes recommendations to 

Director of Procurement. 
 
3.  Purchasing Card Administration 

      
3.1 Applying for the card 

• Applicant must be an employee of the University of Central Missouri; 
• Read and understand the procedures involved with the Business 

Purchasing Card Program;  
• Complete and submit the Business Purchasing Cardholder Agreement 

(Appendix 1) to the Department Head for approval.  
 

3.2 Card Dollar and Limit Controls 
• The Department Head will indicate approval and set the dollar limits on 

the VISA Purchasing Card;  
• New Purchasing Card Request (see Appendix 2);  
• Submit the Cardholder Agreement and Account Action Form to the 

Purchasing Card Clerk for action.  
 

 
3.3 Training on Card Use and Responsibilities  

• Employee must pass the online training program test with a score of 70 or 
higher before being issued a Purchasing Card;   

• The Purchasing Card Clerk will notify the employee when the card is 
available to be picked up.  

 
3.4 Card Activation  

• Cardholder will sign the back of the card in the presence of the Purchasing 
Card Clerk; 

• Cardholder shall call the bank to activate the card as instructed upon 
receipt;  

• The card will be valid for 24 months;   
• A new card will arrive before the original expires;  
• The Purchasing Card will only be used for official University business 

purchases.  
 

 3.5 Canceling a Card  
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• Purchasing Cards are to be canceled immediately when:  
• 
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• The Department Head shall develop and establishes procedures for 
keeping the card secure. 

 
4. Ordering Process and Purchasing Card Transaction Management   
 

   4.1 Placing the Order  
• Orders can be placed in person, by phone, via  fax, by mail, or via the 

internet.  
• W h e n  the internet  is  used,  make  sure  it  is  a  secure  site  or  place  

the  order  by  phone.   
• Internet purchases require documentation i.e., printing of the confirmation 

page and detailed listing of items purchased. 
• Internet purchases are not allowed where the Cardholder is agreeing to 

terms and conditions of the vendor.  
• Cardholders will when placing an order, make sure:  

V the purchase is tax exempt.  If the vendor needs the University’s 
Tax Exempt Certificate, it can be found on the Accounts Payable  
web site: www.ucmo.edu ; 

 

V the merchant gives the University any applicable discounts;  
 

V 

http://www.ucmo.edu/
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• Per item cost, if available; 
• Cardholder name and/or card number; 
• Brief Explanation, of Business Purpose. 

            
                       Some examples of source documents include: 

• A receipt and card transaction slip from the merchant; 
• A packing slip showing costs of items received; 
• Order forms for dues, subscriptions, registrations or similar items; 
• An invoice showing credit card payment;  
• An e-mail confirmation from the merchant. 

 
 4.3  Receipts and Inspections of Goods 

• Cardholders shall provide Central Receiving with documentation of the 
inbound Purchasing Card orders; 

• Central Receiving will sign for goods upon delivery and forward them 
unopened to Cardholder for inspection; 

• Goods need to be inspected upon receipt by the department. If there 
are any problems with the order, the department must contact the 
merchant immediately. 

 
4.4 Returns and Exchanges 

 
• Cardholder will make arrangements directly with the merchant before 

shipping an item for return.  
• If a replacement item is sent, the merchant would credit the returned 

item and charge a new transaction, unless there is an exchange of like 
items, e.g. exchange of different colors. 

• If there is a problem with an order or goods are returned or exchanged, 
keep sufficient documentation of the transaction, including names, dates 
and conversation results. This information may be needed for the 
Cardholder Dispute Form (Appendix 5) 

• Cardholders are prohibited from taking cash  for a refunded 
item.  

 
4.5  Disputes 

 
4.5.1  If a credit is unobtainable by working directly with the merchant, a formal 

dispute will be recorded with the Purchasing Card Clerk for the following: 
• Unauthorized charges, including unauthorized phone or mail order 

charges; 
• Difference in dollar amount authorized and amount charged; 
• Duplicate charges;  
• Altered charges; 
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• Actual Cardholder transaction that Cardholder is challenging for some 
other reason; 

• Account not yet credited but the vendor has issued a credit voucher, or 
said that they will issue a credit; 

• Merchandise not received; 
• Merchandise returned; 
• Defective merchandise; 
• Unrecognized charges (If fraud is suspected, immediately call the 

bank to report the charge, and then call Purchasing Card Clerk; 
• The bank immediately issues a credit for the dispute, pending 

correspondence the merchant;  
• Cardholder and Department Liaison will follow the progress of the 

disputed item until it is resolved.  
 

4.6  Declined Transactions 
• If an attempt to purchase was made with the Purchasing Card and the 

transaction was declined, contact the Purchasing Card Clerk for 
information during normal University business hours. The most common 
reasons for a declined transaction are: 

 
V Cardholder did not activate the card (Cardholder should now do so); 
V Cardholder has reached one of his or her transaction limits; 

 
V Vendor is classified under a merchant category code (MCC) that is 

blocked from use (Cardholder should ask vendor to identify the 
company’s MCC); 

 
 

V Vendor asked for the billing address and the information provided 
by the Cardholder does not exactly match that on file with the bank  

V On telephone orders, vendor has incorrectly noted the card number 
and/or expiration date (Cardholder should verify information);  

V The transmission between the vendor and the bank is down 
(vendor should try again later). 

 
 

4.7  Credits and Rebates 
• Vendors will issue all credits to the individual Purchasing Card account 

for any item they have agreed to accept for return. This credit will appear 
on a subsequent statement.  

• Under no circumstances should a Cardholder accept cash in lieu of a credit 
to the Purchasing Card account.  

• Rebates for University purchased supplies are the property of the 
University and must be deposited back to the appropriate University 
account. 
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4.8  Avoiding Internet Fraud 
• Don’t give out your credit card number(s) online unless the site is a secure 

and reputable site. Sometimes a tiny icon of a padlock appears to 
symbolize a higher level of security to transmit data. This icon is not a 
guarantee of a secure site, but might provide you some assurance.  

• Don’t trust a site just because it claims to be secure. Before using the site, 
check out the security and encryption software it uses.  

• Make sure you are purchasing merchandise from a reputable source. Do 
your homework on the individual or company to ensure that they are 
legitimate.  

• Try to obtain a physical address rather than merely a post office box and a 
phone number, call the seller to see if the number is correct and working.  

• Send them e-mail to see if they have an active e-mail address and be wary 
of sellers who use free e-mail services where a credit card wasn’t required 
to open the account.  

• DO NOT purchase from sellers who won’t provide you with this type of 
information.  

• Check out other Web sites regarding this person or company. Don’t judge 
a person or company by the Web site.  

• Be cautious when responding to special offers (especially through 
unsolicited e-mail).  

• Make sure the transaction is secure when you electronically send your 
credit card numbers.  

 
 
5.  
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requirements. The Cardholder and Department must retain copies of all Purchasing 
Card receipts charged against a sponsored account for the life of the sponsored 
account. Some vendors do not provide detailed receipts; therefore, the department 
may need to retain a detailed log of a sponsored account purchase, so that the 
individual items purchased are clearly documents. Below is an example: 
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• In the second instance of abuse, the card shall be suspended for at least 
three (3) billing cycles.  

• If problems continue after the card is reinstated, the card shall be canceled 
up to one year.  

• A Department Head can recommend skipping all of the steps if the incident 
is severe enough to suspend the card permanently.  

• When warnings are issued by the Purchasing Card Clerk, the Cardholder 
and Department Head will be notified. The Vice President, Dean, and 
Department Head will also be notified if the card is either temporarily or 
permanently suspended.  

   
6.3 Department Penalties  

  6.3.1 Procurement and Materials Management may impose penalties for any of the   
          following occurrences: 

• When the Purchasing Card documentation is not completed and forwarded 
to Account Payable by the 10th of each month two times in one Fiscal 
Year.  

• Repeated Cardholder abuse and/or department abuse.  
• Improper Documentation.  
   

    6.3.2 When penalties are imposed the following process will occur: 
• At the first instance, a warning will be issued to the Department Head and 

the problem turned over to Internal Auditing if it is severe enough.  
• Should the Departmental problem persist (second occurrences) the Vice 

President or Dean will be contacted and cards for the entire department 
may be suspended for at least two (2) billing cycles.  

• After a third review, cards may be canceled up to one (1) year.  
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BLOCKED MECHANT CATEGORY CODES LISTING 

MCC MCC Name 
0 MISSING MERCHANT CATEGORY 
99 OTHER 
780 LANDSCAPE/HORTICULTURAL SER 
1520 GEN CONTRACTORS RESIDENTL/COML 
1731 ELECTRICAL CONTRACTORS 
1740 MASONRY/TILE/PLASTER/INSUL 
1750 CARPENTRY 
1761 ROOFING/SIDING/SHEET METAL 
1771 CONTRACTORS - CONCRETE 
1799 SPEC CONTRACTORS - DEFAULT 
2791 TYPESETTING/PLATE MAKING ETC 
2842 SPECIALTY CLEANING/POLISHING 
3000 - 3299 Airlines 
3351 - 3441 Auto Rentals 
3501 - 
3798 Hotels and Motels 

4011 - 
4789 Transportation 

4812 PHONE SERV/EQUIP NON-UTIL 
4814 PHONE SERV/EQUIP UTILITY 
4815 VISAPHONE 
4816 COMPUTER NETWORK/INFO SVCS 
4821 TELEGRAPH SERVICES 
4829 WIRE TRANSFER - MONEY ORDER 
4899 CABLE/PAY TV SERVICES 
4900 UTILITIES/ELEC/GAS/H2O/SANI 
5094 PRECIOUS STONES/METALS/JEWELRY 
5271 MOBILE HOME DEALERS 
5300 WHOLESALE CLUBS 
5309 DUTY FREE STORES 
5422 FREEZER/MEAT LOCKERS 
5441 CANDY/NUT/CONFECTION STORE 
5451 DAIRY PRODUCT STORES 
5462 BAKERIES 
5499 MISC FOOD STORES - DEFAULT 
5511 AUTOMOBILE DEALERS AND LEASING 
5521 AUTO DEALERS USED ONLY 
5592 MOTOR HOME DEALERS 
5598 SNOWMOBILE DEALERS 
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