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. 
http://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: http://www.bussvc.wisc.edu/acct/propcont/prophome.html
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 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.
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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” http://www.bussvc.wisc.edu/acct/purchcd/NoncomplianceFollowupForm.doc 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. 
