FINANCIAL MANAGEMENT MEETING

February 13, 2007 9:30 AM to 11:30 AM

***21 North Park Street***

Conference Rooms 1106/1108 Next to Welcome Center

Agenda

9:30
Welcome - Al Benzschawel
9:40
 Business Services – Don Miner
10:00
Accounting Services – Al Benzschawel
· Purchasing Card Non-Compliance Policy

· LAST Project Update
· WISDM Project Update
· APPO Project Update
11:00
Purchasing Services – Mike Hardiman
· Update on changes in encumbrance processes for FY8

11:30
Close
Our remaining 2007 Financial Management Meetings will be held on the dates below.  All are confirmed to be held at 21 N. Park Street, rooms 1106/1108, from 9:30 AM to 11:30 AM.  Any changes are noted below.  Campus Bus Route 85 will drop you off and pick you up in front of the Welcome Center.
· ***April 10, 2007*** The Pyle Center (check the lobby kiosk for room location)
· June 12, 2007
· August 14, 2007
· October 9, 2007
· December 11, 2007
Attachments:

· Purchasing Card Non-Compliance Policy and Procedures

· Non-Compliance Follow-Up Form
University of Wisconsin – Madison

Purchasing Card Noncompliance Policy and Procedures

The Purchasing Card is intended for best-judgment purchases under $5,000.  All purchases must comply with the guidelines in the University of Wisconsin-Madison’s Cardholder Guide http://www.bussvc.wisc.edu/acct/purchcd/cardman.html, Purchasing Service’s How to Purchase Goods and Services http://www.bussvc.wisc.edu/purch/purch101.html, and extramural funding agency restrictions. 

An expanded list of transactions that cannot be processed on a Purchasing Card can be found at: http://www.bussvc.wisc.edu/acct/purchcd/allowable.html
Examples of noncompliance include, but are not limited to, the following:

Personal/Non-UW Business Related - The Purchasing Card is designed to assist the buyer in obtaining UW Business-Related items conveniently and cost effectively.  Personal items are not allowable on the Purchasing Card at any time.  Any error in the use of the Purchasing Card for personal items must be documented and corrected immediately via a vendor refund form and a personal check made out to the University. Depending on the circumstances, the Purchasing Card may be subject to immediate cancellation.
Personal Gain/Conflict of Interest – No University employee may use his or her University position to obtain financial gain or anything of substantial value for the private benefit of himself or herself or his or her immediate family.  Rebates, free merchandise or future benefits based on purchases made with University funds (including Purchasing Card purchases) must be signed over to the University. 

(www.bussvc.wisc.edu/purch/PPP36.html)
Capital Equipment Purchases - Capital Equipment and capital equipment components must be purchased on a requisition so the information can be captured and sent to Property Control. Failure to follow the proper procedures compromises the integrity of the Capital Equipment tracking system. If the cardholder has delegated purchasing authority, the purchase is allowed, however, the cardholder must follow the reporting procedure at: www.bussvc.wisc.edu/acct/propcont/
Serial Purchasing - Serial Purchasing is intentionally breaking an order to an external vendor into two or more purchases/payments to avoid the required bid process.  Purchases over $5,000 must go through a Delegated Purchasing Agent or Purchasing Services.

Spending over the limits – Spending over the limits is defined as placing an order for more than the approved single or monthly limit(s).  Purchasing Card limits are assigned and approved by the respective Department, Dean’s Office and Purchasing Card Program staff.

Special Approval Purchases – To comply with University policies, state statutes, and federal regulations, UW-Madison departments must obtain prior approval and/or fill out required forms for the products/services listed in the Policy & Procedure (PPP#4) – Special Approvals list. Purchasing Services, delegated purchasing departments and cardholders cannot initiate a purchase for the products/services listed until approvals are obtained, regardless of the dollar amount. (www.bussvc.wisc.edu/purch/ppp4.html)
Travel Related Expenses 

Travel expenditures on a Purchasing Card without travel authorization - Prior to using the Purchasing Card for travel and/or travel-related expenses, the cardholder must obtain approval from their Department and Dean’s Office and subsequently sign a travel agreement form.  The cardholder must attend the Accounting Services Purchasing Card training session which covers the general policies and procedures and the travel training session, which covers the travel-related policies and procedures.

Travel Purchasing Card Incidentals–Approval to use a Purchasing Card for travel related expenses is granted by the respective Department and Dean’s Office on an individual basis and is limited to airfare, hotel and state contract car rental.  Items listed as not allowable on the Cardholder Agreement Form, and all other incidental charges must be paid on a personal liability card.
University of Wisconsin – Madison

Noncompliance Procedure

Proper documentation and record retention are imperative to the success of the card program.  Cardholder records are to be reconciled by the Site Manager on a regular basis to verify documentation is complete and policies are being followed.  Transaction reallocation is done according to the bi-weekly editing schedule.  All transactions must be reviewed, at a minimum, on a monthly basis.  Impromptu, random audits may also be conducted by the Dean’s Office and/or Accounting Services Purchasing Card staff at any time.  Missing documentation and/or noncompliance are to be addressed immediately by the reviewer (Site Manager, Dean’s Office or Purchasing Card staff).

If upon review of the bi-weekly records, the Site Manager discovers insufficient supporting documentation or cardholder noncompliance, the cardholder will be verbally asked to rectify the situation prior to the Thursday edit deadline.  The requested documentation must be produced and/or the situation properly rectified to the Site Manager’s satisfaction within the allotted timeframe or the “Purchasing Card Follow Up” form will be used to document the request.    

If the Follow Up form does not produce a satisfactory response from the cardholder within 10 days, the form is elevated to the next level.  Site Managers will forward it on to their Dean’s Office for their review and recommended course of action.  If completed by the Dean’s Office after a Division’s review of a Department’s cards, it will be sent on to the U.W. Madison Purchasing Card Program Manager with their comments and recommendations.  The reverse side of the Follow Up form provides the Dean’s Office with several recommendation options.

The U.W. Madison Purchasing Card Program Manager will review the follow up form and consider the Dean’s Office recommendation.  If the recommendation is outside the normal scope of action for the indicated noncompliance, the Program Manager will contact the Dean’s Office to discuss the next steps.  If the recommendation falls within the usual course of action, the Program Manager will respond to the Dean’s Office with a memo confirming the action being taken.  A copy will also be sent to Internal Audit and filed away in the Cardholder’s file.  The Dean’s Office will notify the Site Manager, Department Chair and Cardholder of the action being taken.  Non-adherence to policies and procedures and/or misuse may result in the revocation of cardholder privileges and appropriate disciplinary action.

All personal purchases made on the card are to be reported immediately upon discovery to the Dean’s Office via the Purchasing Card Follow Up form, regardless of the dollar amount, degree of inappropriateness, cardholder’s explanation and/or corrective measures taken. 

University of Wisconsin – Madison

Purchasing Card Follow up Form

	To:            
             (Cardholder Name)
	Department:       


	From:       
(Site Manager/Dean’s Office)
	Date:       


A recent review of your Purchasing Card log/statement/documentation requires additional follow up for the reason(s) checked below.  Please attach the requested documentation and/or explanations to this form and return all to my office within 10 calendar days.  Unsatisfactory responses will be elevated to the next level.

 FORMCHECKBOX 
 (1)  Lack of documentation.  Attach and return the additional required documentation for the transactions listed below.

 FORMCHECKBOX 
  (2)  Sales tax greater than $5.00 per transaction was charged and no attempt at recovery was documented.  Please attach an explanation for the transaction(s) listed below.

 FORMCHECKBOX 
  (3) Capital Equipment Components were purchased on the card.  Complete the Capital Equipment form at:  www.bussvc.wisc.edu/acct/propcont/  for the transactions listed below.  Forward the original to Property Control, attach a copy to this form and return it to my office with a memo of explanation.

 FORMCHECKBOX 
  (4) An adequate log/statement was not completed and/or attached for the cycle(s) ending:       
 FORMCHECKBOX 
  (5) The reviewed Purchasing Card is not authorized for travel purchases.  Provide a memo of explanation, including the preventative measures that will be taken to avoid further unapproved use of the card.

 FORMCHECKBOX 
  (6) The card was used for the personal/incidental charges listed below.  Reimburse the University within 5 business days via a personal check and the Vendor Refund Form.  Attach a copy of the check and form and return all to my office within 10 calendar days.  Card restrictions/cancellation may result pending further review.  Dean’s Office notification will take place immediately via a copy of this form.  

 FORMCHECKBOX 
  (7)  A Special Approval item was purchased on the transaction(s) listed below.  See listing at: IPP 26 - Special Approval Process    Provide a memo of explanation, including the preventative measures that will be taken to avoid further unapproved use of the card.

 FORMCHECKBOX 
  (8) Printing over $49.99 was charged to the card on the transaction(s) listed below.  Provide a memo of explanation, including the preventative measures that will be taken to avoid further unapproved use of the card.

 FORMCHECKBOX 
 (9)  Serial Purchasing is indicated on the consecutive transactions listed below.  Provide a memo of explanation, including the preventative measures that will be taken to avoid further inappropriate use of the card.

 FORMCHECKBOX 
(10)  Other:       
	Reason #
	Date
	Vendor
	Missing Documentation/Form or Required Course of Action

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


 FORMCHECKBOX 
  The response to the above request was satisfactory.  No further action is required.  ________________________________

                                                                                                                                               (Site Manager or Dean’s Office/Date)

For Dean’s Office Use:
 FORMCHECKBOX 
  The response to the above request was unsatisfactory.  All pertinent documentation, our notes and this form, including our suggested course of action on back, are being sent on to the Purchasing Card Program Manager for review and/or action.

Dean’s Office Signature _____________________________________   Date __________________
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University of Wisconsin – Madison Purchasing Card Review Recommendation

The cardholder identified on the front of this form was asked to provide further information to support one or more Purchasing Card transactions.  Our Division Office was not satisfied with the subsequent information/action and request that the attached information be reviewed and acted upon by your office.  Please consider the following:

This was the cardholder’s:   FORMCHECKBOX 
  First Offense
     FORMCHECKBOX 
  Second Offense     FORMCHECKBOX 
  Third Offense     FORMCHECKBOX 
  Other       
 FORMCHECKBOX 
  Written Warning:  Due to the reason noted below, we recommend a letter of warning to the cardholder, notifying them of our intention to closely monitor the card in the future for adherence to the Purchasing Card Policies and Procedures and if less than satisfactory, revocation of cardholder privileges will occur for a period of 1-6 months or longer.  The cardholder was cooperative and agrees to make a diligent effort to correct the following:

 FORMCHECKBOX 
  Missing documentation

 FORMCHECKBOX 
  Tax was over $5.00 (once or twice) and cardholder did not attempt to recover money  


 FORMCHECKBOX 
  Capital equipment components were purchased with the card
 FORMCHECKBOX 
  Log/statement/report was not complete on one or two occasions (not a regular occurrence)


 FORMCHECKBOX 
  The Purchasing Card was used for unauthorized travel-related purchases
 FORMCHECKBOX 
  A Special Approval Item has been purchased on one or two occasions

 FORMCHECKBOX 
  Printing over $49.99 has been charged on the card and an explanation was not provided or was not acceptable

 FORMCHECKBOX 
  Serial Purchasing was done on the card

 FORMCHECKBOX 
  Incidental items were charged to the hotel bill

 FORMCHECKBOX 
  The card was erroneously used to purchase a personal item.  The cardholder reported it to the Site Manager and   immediately reimbursed the University

 FORMCHECKBOX 
  Other:       
 FORMCHECKBOX 
  Suspension:  Due to the reason noted below, we recommend suspension of card privileges for a period of      ​​​​.

 FORMCHECKBOX 
  The cardholder did not respond to our request for further documentation


 FORMCHECKBOX 
  The following is occurring on an unacceptable, reoccurring basis:  



 FORMCHECKBOX 
  Insufficient documentation


 FORMCHECKBOX 
  Tax over $5.00 and no attempt to recover



 FORMCHECKBOX 
  Log/Statement not completed 


 FORMCHECKBOX 
  Purchasing Special Approval Items



 FORMCHECKBOX 
  Frequent Printing over $49.99


 FORMCHECKBOX 
  Reoccurring Serial Purchasing



 FORMCHECKBOX 
  Incidentals on hotel bill


 FORMCHECKBOX 
  Card used for personal items more than once


 FORMCHECKBOX 
  Other       
 FORMCHECKBOX 
 Cancellation:  Due to the reason noted below, we recommend cancellation of the card.

 FORMCHECKBOX 
  Cardholder privileges were previously revoked and upon further review, acceptable corrective measures have not been taken.

 FORMCHECKBOX 
  Cardholder used the card for a personal purchase and did not report it to Site Manager.  The inappropriate charge was discovered by another individual.


 FORMCHECKBOX 
  Other:       
Our Division Office requests further review of this individual’s records by Internal Audit     FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No


Further investigation may result in appropriate disciplinary action including cardholder termination.

Additional Comments:       
Signed:  ____________________________________     Dated:  ________________________________

(The Purchasing Card Program Manager will follow up with a memo to the Dean’s Office and Internal Audit explaining the course of action that will be taken.  The Dean’s Office will notify the Department Head, Cardholder and Site Manager.  A copy will also be placed in the cardholder file)
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