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DISCUSSION: 

History 
In September 1994, the Board of Supervisors authorized implementation of a 
~ o u n t ~ w i d e  credit card program.   he first County Credit card Policy was adopted 
January 1995 by Resolution 94-65. Since that time, along with the name change, there 
has been several revisions all designed to clarify, strengthen, and improve the current 
Stanislaus County Purchasing Card Policy. 

Purchasing Card Committee 
The August 12, 2003 revision (Resolution #03-762) authorized an annual review of the 
Policy by a Purchasing Card Committee, to consist of representatives from the GSA 
Purchasing Division, Auditor-Controller, County Counsel, and a member of the Public at 
large. The goal was to modify the Policy as needed, based on input from Committee 
members, share the draft with Department Heads, obtain their feedback, and present 
the revised Policy to the Board of Supervisors for adoption. 

Included as part of this agenda item, is a recommendation to grant authority to the 
Auditor-Controller's Office to issue procedures to be used by departments for the 
processing of purchasing card transactions. The granting of this authority is consistent 
with Government Code section 26881 the "auditor-controller shall prescribe, and shall 
exercise a general supervision, including the ability to review departmental and 
countywide internal controls, over the accounting forms and the method of keeping the 
accounts of all offices, departments and institutions under the control of the board of 
supervisors." 

Purchasing Card Program Activitv 
For the Fiscal year 2009 - 201 0, $2,805,725 total purchases, representing 16,771 
transactions were processed on Stanislaus County Purchasing Cards. This is a 
$424,040 or 13.1 % decrease from Fiscal Year 2008 - 2009 purchases of $3,229,765. 
The attached charts of transaction amounts by merchant category, and a graph of the 
top ten vendors for the Fiscal Year 2009 - 201 0, are based on data provided by the 
Auditor-Controller's office. 

The following recommended changes represent a major revision for the Purchasing 
Card Policy. The principle revision made by this year's Purchasing Card committee is 
the separation of the policy and the procedures necessary to process the purchasing 
card monthly activity. The creation of two separate documents will allow for a timelier 
update to changes to the procedures and forms, in keeping with software and other 
departmental procedural needs. Additionally, "employee" has been changed to 
"cardholder," where applicable, in recognition that not all cardholders are County 
employees, but must adhere to the policy regardless. Additions are underlined, and 
deletions are struck through as follows: 
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1.1 BACKGROUND 

Per Board Resolution 2003-762, approved by the Board of Supervisors on August 
12, 2003, a review will be completed annually by a Purchasing Card Committee, 
consisting of representatives from the Purchasing Division, now part of the General 
Services Agency (GSA), Auditor-Controller, County Counsel, and a member of the 
Public at Large. This committee will be responsible for reviewing the existing 
policy and making recommendations for revision. The revised policy for 201 0 
includes recommendations made by the Purchasing Card Committee. The 
Purchasinq Card Procedures have been separated from the policy to allow for 
more timelv updates, in keepinq with software and other ~rocedural chanqes. 

1.2 POLICY STATEMENT 

The purchasinq card program is designed to streamline the purchasing and 
accounts payable process bv reducinq the paperwork generated bv small dollar, 
high volume transactions, eliminating the need for purchase orders and facilitatinq 
timelv procurement of qoods and services. 

%&u ROLES AND RESPONSIBILITIES 

A. l%pbyeeCardholder 
1. Comply with all provisions of the Purchasing Card Policy and those 

adopted by your Department Head or designee (Department Head) 
governing Purchasing Cards. (Failure to comply may result in disciplinary 
action, including termination.) 

2. Maintain security of card and card number. 
3. Comply with County procurement procedures and policies as issued by 

the GSA Purchasing Division to ensure the best price is obtained for the 
County. 

A QQ . . 
k c : :  recejaFCd. !f f . . 

5. Obtain credit from merchant on returned goods. 
6. Resek Assist in resolving disputed charges with vendor1Master Card. 

B. De~artment Head 
1. The Department Head shall identify hislher designee in writing and 

maintain a record of the designation for five (5) years. 
2. Annually, determine need and limit for department Purchasing Cards, 

including those limits in excess of $5,000. This review shall be signed and 
dated by the Department Head, then maintained with Purchasing Card 
records for five (5) years. 

3. Approve limits of less than $5,000. 
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4. Ensure that charges incurred by staff against the Purchasing Card are in 
compliance with the Purchasing Card Policy and deemed an appropriate 
use of public funds. 

=+P@- 
& Ensure the timely reconciliation of the Purchasing Card statements. R e  

7. Review all department charges made against Purchasing Cards each 
month for appropriateness and authenticity. 

8. Request modifications to Purchasing Card as e m p b p e  cardholder duties 
and responsibilities change. These modifications may include cancellation 
of card, monthly limit, address and name changes. 

9. Request cancellation of Purchasing Card Account upon termination of 
employment. 

C. Purchasina Aaent (General Services Aaencv) 
1. The Purchasing Agent shall identify hislher designee in writing and 

maintain a record of such for five (5) years. 
2. Coordinate the Purchasing Card Policy with the Purchasing Card 

Committee. 
3. Approve issuance of all Purchasing Card limits of $5,000 or more, 

including those instances when more than one card is assigned to a~ 
empbyee a cardholder, resulting in a cumulative limit of $5,000 or more. 

4. Develop a program to identify recommended vendors offering preferred 
pricing to County departments. 

D. Auditor-Controller 
1. The Auditor-Controller shall identify hislher designee in writing and 

maintain a record of such for five (5) years. 
2. Post charges to department accounts. 
3. Issue Purchasing Cards following approval by Department Head and 

Purchasing Agent if required. 
4. Perform annual audit of Purchasing Card Program providing audit results 

to the Department, Grand Jury, and Board of Supervisors. 
5. Cancel Purchasing Card accounts upon termination of cardholder's 

employment. 
6. Annuallv, create and maintain the administrative procedures for the dav- 

to-dav operation of the Program in accordance with the Policv and 
applicable laws and accounting best practices. 

E. Purchasing Card Committee 
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A review will be completed annually by a Purchasing Card Committee, which 
will consist of representatives from the GSA Purchasing Division, Auditor- 
Controller, County Counsel, and a member of the Public at large. This 
committee will be responsible for reviewing the existing policy and making 
recommendations for revision. 

G F. Misuse of Purchasinq Card 
It is the responsibility of the Department Head to ensure that all purchases 
are reconciled and approved and that expenditures are appropriate. In the . . 
event that misuse is i d e n t i f i e d f i :  

1. The Department Head will immediately notify the Deputy Executive 
Officer for Human Resources regarding the misuse. 

2. The Deputy Executive Officer will inform the Chief Executive Officer 
and confer with County Counsel. 

3. The Department Head will determine the appropriate disciplinary action 
after consultation with the Deputy Executive Officer for Human 
Resources and County Counsel, which may include termination, and 
may result in criminal prosecution. 

4. In all cases, the empbye-cardholder is required to reimburse the 
County. 

2. POLICIES 

2.1 PURCHASING CARD ISSUANCE - AUTHORIZATION 

A. Department Heads are responsible for ensuring that emplqee cardholders in 
their department utilize the Purchasing Cards in accordance with this Policy. 

The P p  
. . 

Bttef; 

. B. If necessary to meet the needs of the department, the Department Head may 
approve assigning more than one Purchasing Card to 2 
cardholder; however, the cumulative amount shall not exceed $5,000 
monthlv use basis, unless authorized by the Purchasing Agent. h p l e y e s  
Cardholders who sit on outside boards (Retirement, etc.) are authorized to 
have more than one card up to the approved limits for each entity. 
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B C. If another board adopts their own purchase limits, the Auditor-Controller's 
Office will follow those limits when auditing, provided the entity has a written 
policy in place. Otherwise, they must abide by the County's policy and limits. 

2.2 I D " \ ' F ' C O O R D l N A T l O N  WITH OTHER COUNTY POLICIES 

The Countv Purchasing Card Policv purchases are to be in accordance with Policv 
guidelines and any other Countv policies applicable to the qoods and services 
beinq purchased, includinq, but not limited to: 

A. All travel expenses must comply with the County Travel Policy. htewet 

B. Purchases are to abide bv applicable safetv standards and codes. 

C. Prior to purchasing radio communication equipment contact Stanislaus 
Reqional 91 1, to be sure it complies with Countv standards. 

D. The purchase of computers, printers, and other peripheral equipment, cellular 
phones and telephone equipment, and software must be consistent with 
current Countv technoloqv standards. 

E. Be aware of conflict of interest issues and the County Code of Ethics, 
approved bv Resolution #2005-675 on August 23, 2005, as thev pertain to 
purchasing of qoods and services. 

F. Use of the Purchasinq Card, as a method of pavment does not eliminate the 
need to comply with contractinq, public works, or uniform accountinq 
procedures. 

2.3 PURCHASING CARD USAGE AND RESTRICTIONS 

A. Using the Purchasing Card 
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1. County Purchasing Cards may be used to purchase goods and services 
costing less than $5,000 per item, including taxes, shipping, etc. 
Departments must assure they are making the most economical 
purchase that meets their needs as well as the requirements of other 
interrelated departments. All County Purchasing Card users must follow 
the GSA Purchasing Division Policies and Procedures Manual and 
Customer Service Guide. 

2. T T  
. . 

& 2. Items costing $5,000 or more may not be 'split' between multiple 
charges and/or cards to avoid credit limits or asset limit policies. 

4 3. Additional Purchasing Guidelines are as follows: 

a. c,,,,,,,,, Cardholders shall obtain a minimum of three 
competitive quotes on all items exceeding $1,000, when possible or 
reasonable. Quotes sbe& shall be supported by written 
documentation and maintained by the department for 5 years. 

b. Consult with the GSA Purchasing Division prior to purchasing goods or 
services with a County Purchasing Card to see what may already be 
arranged through contracts that could be more cost effective (greater 
discounts). Use GSA Purchasing Division contracts when they exist 
except in cases of emergency as provided for in the County Ordinance. 

c. The County has entered into master purchasing agreements with 
specific office supply companies. Currently, these purchasing 
agreements are with: 

Office Depot 
Staples 

Purchasing card purchases of office supplies should be limited to the 
above office supply vendors. If the Department required product is not 
available, or a lower-cost, substitutable product is available from an 
alternative vendor, subsequent to the purchase, the Department is to 
contact GSA Purchasing so the productlprice list can be negotiated. 

d. Identify yourself as a representative of Stanislaus County to receive 
government discount pricing. 

C. e~ wz ~ w w ~ ~ ~  :ZC 
A n  .11 
v.y.9 

f. O S  

. . 
'2. ? : i c .  ~ 2 2  
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1. County Purchasing Card charges are subject to the limitation that 
sufficient funds are available in the department's budget to cover all 
charges, the expense provides a public benefit and is in accordance with 
the County Travel Policy and County Ordinance, and is incurred while 
performing official duties. 

2. Allowable charges shall not exceed the approved credit limit established 
by the Department Head for that specific -purchasing card. 

3. County Purchasing Cards must never be used for personal purposes. 
Should a County Purchasing Card inadvertently be used for an 
unallowable purpose, the ewpkyee cardholder shall immediately notify 
their supervisor and reimburse the County. County Purchasing Card 
accounts must never be used to represent personal credit worthiness to 
obtain a personal credit card account. 

4. Purchasing Card expenditures for spouses, traveling companions, or any 
unauthorized individual (including travel expenses for airline tickets, 
meals, hotel accommodations, etc.) are prohibited. 

5. County Purchasing Cards must never be used to receive cash advances. 
6. hydqees Cardholders are cautioned not to carry the County Purchasing 

Card during off duty hours (i.e. on vacation). 
7. A cardholder may not lend their assigned County Purchasing Card to 

another individual for their use. One empkyee cardholder may charge 
County business items on hislher card for another County employee, such 
as hotel or airline reservations, conference registrations, or County-related 
meals. If a cardholder delegates another employee to make purchases on 
the cardholder's card, the cardholder is still responsible for all charges 
placed on hislher card. 
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8. County Purchasing Cards are not to be used to purchase fuel, for private 
vehicles except where exempt by contract. Payroll reimbursement for 
mileage covers private vehicle use, according to the County Travel Policy 
limits and guidelines. 

9. County Purchasing Cards may be used to fuel rental vehicles when an 
empbyee a cardholder is using the rental vehicle for official County 
business and a Card Lock Fuel Program station is not available. 

10. For motor pool or department owned vehicles County Card Lock Fuel 
Program stations should be utilized to purchase fuel in order to reduce 
County costs. Purchasing Cards may be used if there is not a Card Lock 
Program station available. 

11. All Purchasing Card charges are subject to annual audit requirement. 
12. Department Head and Elected Officials transactions will be subject to 

audit by the Internal Audit Division and the results reviewed by the Chief 
Executive Officer and/or the Board of Supervisors. The Chief Executive 
Officer and/or the Board of Supervisors, at their discretion, may review 
Purchasing Card use by the Department Heads and Elected Officials at 
any time. 

13. Intentional misuse of a County Purchasing Card may result in disciplinary 
action, including termination, and may result in criminal prosecution. 

14. To mitisate any appearance of a conflict of interest, em~lovees are not to 
make Countv purchases at an O'Brien's Market. This provision does not 
include anv personal purchases emplovees make at anv of these stores. 

2.4 COUNTY ASSETS 

All purchases of County assets and inventoriable equipment must comply with the 
Auditor-Controller Capital Asset Inventory policy. 
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-2.5 REVlEWlCLOSlNG OF ACCOUNTS 

A. 
n'e rl 
U V U  A listing of all Purchasing Cards will be 

provided annually to the Department Head by the Auditor-Controller. The 
listing will include ewpbyee cardholder name and monthly credit limit. The 
Department Head shall review the need and limit for department Purchasing 
Cards, including those limits in excess of $5,000. 

A change in job task, assignment, or transfer to 
another division may require modification or termination of the Purchasing 
Card account. 

E- b 

. . 
B. Thz PET] ex-. The ~ 3 r Y  

Cardholders must return their Countv Purchasinq 
Cards to the respective department before a cardholder's date of termination. 

C .  Departments are directly responsible for canceling Purchasing Cards when 
a cardholder leaves service or a card is lost or stolen. A staff 

termination, change of duties, or other reason may necessitate cancellation or 
credit limit modification of a Purchasing Card. 
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-2.6 COSTCO MEMBERSHIPS AND CREDIT CARDS 

A. County departments, with Department Head approval, may apply for a 
business membership with Costco Wholesale. Purchases made at Costco 
outlets with department memberships are restricted to business use only. 
Personal purchases are not allowed. Departments are responsible for 
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submitting claims to pay off their Costco Credit Card balances in a timely 
manner to avoid interest charges. 

B. This Purchasing Card Policy applies to the use of Costco Credit Cards. 
Issuance, maintenance, and cancellation are the responsibility of the 
department approving the card. Costco American Express cards are not 
allowed. 

2442.7 UNAUTHORIZED CREDIT CARDS 

E ~ ~ ~ ~ l n d i v i d u a l s  and theGesk C:- 
 be^ departments are not to applv for credit cards in the County or 
department's name, except for the Costco Membership and credit card, or as 
authorized bv the Board of Supervisors. 

The Purchasing Card Committee recommends that the Board of Supervisors approve 
the reported activity for Fiscal Year 2009 - 2010 and the suggested revisions to the 
Stanislaus County Purchasing Card Policy. The Auditor-Controller's office will produce 
and distribute procedures to departments to uphold the Policy as adopted. 

POLICY ISSUES: 

The Board of Supervisors' approval of these policies is consistent with the Board's 
priority of Efficient Delivery of Public Services by providing proper accountability to the 
Board of Supervisors and the public. 

STAFFING IMPACT: 

The effort required in revising these policies included input from the Purchasing Card 
Committee, County Department Heads, as well as recommendations in response to 
audits performed by the Internal Audit Staff. 

CONTACT PERSON: 

Keith Boggs, Deputy Executive Officer, (209) 525-7640 



Stanislaus County - Purchasing Card Program 
Transactions by Category 

Fiscal Year 2009 - 201 0 

Category Description 
Contracted Services 
Wholesale Distributors & Manufacturers 
Airlines and Air Carriers 
Lodging (Hotels/Motels) 
Transportation Services 
Computer and Telephone 
Retail Stores (Automobiles, Hardware, Plumbing, 
Books, Sports) 
Restaurants 
Miscellaneous Stores 
Repair Services 
Recreation/Entertainment 
Professional ServiceslMernbership Organizations 
Government Services 
Total All Transactions Fiscal Year 2009-201 0 

Dollar Amount 
of Transactions 

$265,633.1 5 
$1 00,840.49 
$81,918.19 

$276,351.43 
$28,288.65 

$248,288.83 

$728,631 . I  9 
$279,410.58 
$481,848.49 
$1 25,590.86 
$30,367.99 
$76,545.79 
$82,009.80 

$2,805,725.44 

Total All Transactions Fiscal Year 2008-2009 
Change in Transactions 

$3,229,765.83 
-1 3.1 3% 



Stanislaus County - Purchasing Card Program 

.'i . Flscal Year 2009 - 2610 

Contracted Services 
Professional Government Services 

I 

9.5% 
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Organizations 
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1 . I %  - 4- 3.6% 

A 

Repair Services 
4.5% 
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- .  , 

Lodging (HotelslMotds) 

Transportation Services 
1 .O% 

Computer and Telephone 
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EXHIBIT A 

1 

COUNTY OF STANISLAUS 

PURCHASING CARD POLICY 

Approved by the Stanislaus County 
Board of Supervisors 

on 
Resolution # 

201 0 Revisions 
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1. INTRODUCTION 

1.1 BACKGROUND 

Per Board Resolution 2003-762, approved by the Board of Supervisors on August 
12, 2003, a review will be completed annually by a Purchasing Card Committee, 
consisting of representatives from the Purchasing Division, now part of the General 
Services Agency (GSA), Auditor-Controller, County Counsel, and a member of the 
Public at Large. This committee will be responsible for reviewing the existing 
policy and making recommendations for revision. The revised policy for 2010 
includes recommendations made by the Purchasing Card Committee. The 
Purchasing Card Procedures have been separated from the policy to allow for 
more timely updates, in keeping with software and other procedural changes. 

County Department Heads are accountable to the Board of Supervisors and the 
public for the funds and assets entrusted to them. Each County Department Head 
is responsible for administering the basic County Purchasing Card Policy in 
accordance with policy guidelines and any other policies applicable to the goods 
and services being purchased. 

1.2 POLICY STATEMENT 

The purchasing card program is designed to streamline the purchasing and 
accounts payable process by reducing the paperwork generated by small dollar, 
high volume transactions, eliminating the need for purchase orders and facilitating 
timely procurement of goods and services. 

1.3 ROLES AND RESPONSIBILITIES 

A. Cardholder 
1. Comply with all provisions of the Purchasing Card Policy and those 

adopted by your Department Head or designee (~e~a r tmen t  Head) 
governing Purchasing Cards. (Failure to comply may result in disciplinary 
action, including termination.) 

2. Maintain security of card and card number. 
3. Comply with County procurement procedures and policies as issued by 

the GSA Purchasing Division to ensure the best price is obtained for the 
County. 

4. Obtain credit from merchant on returned goods. 
5. Assist in resolving disputed charges with vendorlMaster Card. 

B. Department Head 
1. The Department Head shall identify hislher designee in writing and 

maintain a record of such for five (5) years. 
2. Annually, determine need and limit for department Purchasing Cards, 

including those limits in excess of $5,000. This review shall be signed and 
dated by the Department Head, then maintained with Purchasing Card 
records for five (5) years. 

- 3 -  



3. Approve limits of less than $5,000. 
4. Ensure that charges incurred by staff against the Purchasing Card are in 

compliance with the Purchasing Card Policy and deemed an appropriate 
use of public funds. 

5. Ensure the timely reconciliation of the Purchasing Card statements. 
6. Review all department charges made against Purchasing Cards each 

month for appropriateness and authenticity. 
7. Request modifications to Purchasing Card as cardholder duties and 

responsibilities change. These modifications may include cancellation of 
card, monthly limit, address and name changes. 

8. Request cancellation of Purchasing Card Account upon termination of 
employment. 

C. Purchasinq Anent (General Services Aqencv) 
1. The Purchasing Agent shall identify hislher designee in writing and 

maintain a record of such for five (5) years. 
2. Coordinate the Purchasing Card Policy with the Purchasing Card 

Committee. 
3. Approve issuance of all Purchasing Card limits of $5,000 or more, 

including those instances when more than one card is assigned to a 
cardholder, resulting in a cumulative limit of $5,000 or more. 

4. Develop a program to identify recommended vendors offering preferred 
pricing to County departments. 

D. Auditor-Controller 
1. The Auditor-Controller shall identify hislher designee in writing and 

maintain a record of such for five (5) years. 
2. Post charges to department accounts. 
3. Issue Purchasing Cards following approval by Department Head and 

Purchasing Agent if required. 
4. Perform annual audit of Purchasing Card Program providing audit results 

to the Department, Grand Jury, and Board of Supervisors. 
5. Cancel Purchasing Card accounts upon termination of cardholder's 

employment. 
6. Annually, create and maintain the administrative procedures for the day- 

to-day operation of the Program in accordance with the policy and 
applicable laws and accounting best practices. 

E. Purchasinq Card Committee 
A review will be completed annually by a Purchasing Card Committee, which 
will consist of representatives from the GSA Purchasing Division, Auditor- 
Controller, County Counsel, and a member of the Public at large. This 
committee will be responsible for reviewing the existing policy and making 
recommendations for revision. 
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F. Misuse of Purchasing Card 
It is the responsibility of the Department Head to ensure that all purchases 
are reconciled and approved and that expenditures are appropriate. In the 
event that misuse is identified: 

1. The Department Head will immediately notify the Deputy Executive 
Officer for Human Resources regarding the misuse. 

2. The Deputy Executive Officer will inform the Chief Executive Officer 
and confer with County Counsel. 

3. The Department Head will determine the appropriate disciplinary action 
after consultation with the Deputy Executive Officer for Human 
Resources and County Counsel, which may include termination, and 
may result in criminal prosecution. 

4. In all cases, the cardholder is required to reimburse the County. 

2. POLICIES 

2.1 PURCHASING CARD ISSUANCE - AUTHORIZATION 

A. Department Heads are responsible for ensuring that cardholders in their 
department utilize the Purchasing Cards in accordance with this policy. 

B. If necessary to meet the needs of the department, the Department Head may 
approve assigning more than one Purchasing Card to a cardholder; however, 
the cumulative amount shall not exceed $5,000 per monthly use basis, unless 
authorized by the Purchasing Agent. Cardholders who sit on outside boards 
(Retirement, etc.) are authorized to have more than one card up to the 
approved limits for each entity. 

C. If another board adopts their own purchase limits, the Auditor-Controller's 
Office will follow those limits when auditing, provided the entity has a written 
policy in place. Otherwise, they must abide by the County's policy and limits. 

2.2 COORDINATION WITH OTHER COUNTY POLICIES 

The County Purchasing Card Policy purchases are to be in accordance with Policy 
guidelines and any other County policies applicable to the goods and services 
being purchased, including, but not limited to: 

A. All travel expenses must comply with the County Travel Policy. 

B. Purchases are to abide by applicable safety standards and codes. 

C. Prior to purchasing radio communication equipment contact Stanislaus 
Regional 91 1, to be sure it complies with County standards. 

D. The purchase of computers, printers, and other peripheral equipment, cellular 
phones and telephone equipment, and software must be consistent with 
current County technology standards. 
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E. Be aware of conflict of interest issues and the County Code of Ethics, 
approved by Resolution #2005-675 on August 23, 2005, as they pertain to 
purchasing of goods and services. 

F. Use of the Purchasing Card, as a method of payment does not eliminate the 
need to comply with contracting, public works, or uniform accounting 
procedures. 

2.3 PURCHASING CARD USAGE AND RESTRICTIONS 

A. Usinq the Purchasing Card 

1. County Purchasing Cards may be used to purchase goods and services 
costing less than $5,000 per item, including taxes, shipping, etc. 
Departments must assure they are making the most economical purchase 
that meets their needs as well as the requirements of other interrelated 
departments. All County Purchasing Card users must follow the GSA 
Purchasing Division Policies and Procedures Manual and Customer 
Service Guide. 

2. Items costing $5,000 or more may not be 'split' between multiple charges 
andlor cards to avoid credit limits or asset limit policies. 

3. Additional Purchasing Guidelines are as follows: 

a. Cardholders shall obtain a minimum of three competitive quotes on all 
items exceeding $1,000, when possible or reasonable. Quotes shall 
be supported by written documentation and maintained by the 
department for 5 years. 

b. Consult with the GSA Purchasing Division prior to purchasing goods or 
services with a County Purchasing Card to see what may already be 
arranged through contracts that could be more cost effective (greater 
discounts). Use GSA Purchasing Division contracts when they exist 
except in cases of emergency as provided for in the County Ordinance. 

c. The County has entered into master purchasing agreements with 
specific office supply companies. Currently, these purchasing 
agreements are with: 

Office Depot 
Staples 

Purchasing card purchases of office supplies should be limited to the 
above office supply vendors. If the Department required product is not 
available, or a lower-cost, substitutable product is available from an 
alternative vendor, subsequent to the purchase, the Department is to 
contact GSA Purchasing so the productlprice list can be negotiated. 

d. Identify yourself as a representative of Stanislaus County to receive 
government discount pricing. 
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1. County Purchasing Card charges are subject to the limitation that 
sufficient funds are available in the department's budget to cover all 
charges, the expense provides a public benefit and is in accordance with 
the County Travel Policy and County Ordinance, and is incurred while 
performing official duties. 

2. Allowable charges shall not exceed the approved credit limit established 
by the Department Head for that specific purchasing card. 

3. County Purchasing Cards must never be used for personal purposes. 
Should a County Purchasing Card inadvertently be used for an 
unallowable purpose, the cardholder shall immediately notify their 
supervisor and reimburse the County. County Purchasing Card accounts 
must never be used to represent personal credit worthiness to obtain a 
personal credit card account. 

4. Purchasing Card expenditures for spouses, traveling companions, or any 
unauthorized individual (including travel expenses for airline tickets, 
meals, hotel accommodations, etc.) are prohibited. 

5. County Purchasing Cards must never be used to receive cash advances. 
6. Cardholders are cautioned not to carry the County Purchasing Card during 

off duty hours (i.e. on vacation). 
7. A cardholder may not lend their assigned County Purchasing Card to 

another individual for their use. One cardholder may charge County 
business items on hislher card for another County employee, such as 
hotel or airline reservations, conference registrations, or County-related 
meals. If a cardholder delegates another employee to make purchases on 
the cardholder's card, the cardholder is still responsible for all charges 
placed on hislher card. 

8. County Purchasing Cards are not to be used to purchase fuel, for private 
vehicles except where exempt by contract. Payroll reimbursement for 
mileage covers private vehicle use, according to the County Travel Policy 
limits and guidelines. 

9. County Purchasing Cards may be used to fuel rental vehicles when a 
cardholder is using the rental vehicle for official County business and a 
Card Lock Fuel Program station is not available. 

10. For motor pool or department owned vehicles County Card Lock Fuel 
Program stations should be utilized to purchase fuel in order to reduce 
County costs. Purchasing Cards may be used if there is not a Card Lock 
Program station available. 

11. All Purchasing Card charges are subject to annual audit requirement. 
12. Department Head and Elected Officials transactions will be subject to 

audit by the Internal Audit Division and the results reviewed by the Chief 
Executive Officer and/or the Board of Supervisors. The Chief Executive 
Officer andlor the Board of Supervisors, at their discretion, may review 
Purchasing Card use by the Department Heads and Elected Officials at 
any time. 

13. Intentional misuse of a County Purchasing Card may result in disciplinary 
action, including termination, and may result in criminal prosecution. 
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14. To mitigate any appearance of a conflict of interest, employees are not to 
make County purchases at an O'Brien's Market. This provision does not 
include any personal purchases employees make at any of these stores. 

2.4 COUNTY ASSETS 

All purchases of County assets and inventoriable equipment must comply with the 
Auditor-Controller Capital Asset Inventory policy. 

2.5 REVlEWlCLOSlNG OF ACCOUNTS 

A. A listing of all Purchasing Cards will be provided annually to the Department 
Head by the Auditor-Controller. The listing will include cardholder name and 
monthly credit limit. The Department Head shall review the need and limit for 
department Purchasing Cards, including those limits in excess of $5,000. A 
change in job task, assignment, or transfer to another division may require 
modification or termination of the Purchasing Card account. 

B. Cardholders must return their County Purchasing Cards to the respective 
department before a cardholder's date of termination. 

C. Departments are directly responsible for canceling Purchasing Cards when a 
cardholder leaves service or a card is lost or stolen. A staff termination, 
change of duties, or other reason may necessitate cancellation or credit limit 
modification of a Purchasing Card. 

2.6 COSTCO MEMBERSHIPS AND CREDIT CARDS 

A. County departments, with Department Head approval, may apply for a 
business membership with Costco Wholesale. Purchases made at Costco 
outlets with department memberships are restricted to business use only. 
Personal purchases are not allowed. Departments are responsible for 
submitting claims to pay off their Costco Credit Card balances in a timely 
manner to avoid interest charges. 

B. This Purchasing Card Policy applies to the use of Costco Credit Cards. 
Issuance, maintenance, and cancellation are the responsibility of the 
department approving the card. Costco American Express cards are not 
allowed. 

2.7 UNAUTHORIZED CREDIT CARDS 

Individuals and departments are not to apply for credit cards in the County or 
department's name, except for the Costco Membership and credit card, or as 
authorized by the Board of Supervisors. 
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1. INTRODUCTION 

1.1 BACKGROUND 

Per Board Resolution 2010 approved by the Board of Supervisors on December 
, 2010 the Purchasing Card Policy grants the authority to the Auditor-Controller to 

create and maintain the administrative procedures for the operation of the program. This 
document serves to list those procedures as they pertain to the purchasing card policy. 

County Department Heads are responsible for ensuring adequate procedures are in place 
to maintain compliance with this document. 

A Users Group will be formed to meet on a quarterly basis to discuss improvements to 
procedures and strengthening of internal controls over the use of the purchasing card. The 
User Group will be made up of representatives from County departments and related 
agencies that use the County purchasing card. 

1.2 ROLES AND RESPONSIBILITIES 

A. Cardholder 

1. Obtain itemized sales receipts for each transaction when goods have been received. 
If a sales receipt is not available or a sales receipt has been lost, contact the vendor 
for a duplicate immediately. If a receipt cannot be obtained, complete a misplaced 
receipt form immediately. 

B. Department Head or desiqnee (Department Head) 

1. Limit the number of person(s) who may purchase office supplies to maximize 
discounts and operational efficiencies. Only in special circumstances should 
employees be authorized to charge their own supplies. 

2. The Department Head shall sign and date a report that reflects the monthly 
transactions recorded by the Bank of America WORKS system within the 
subsequent month. The report must include the cardholder name, last four digits of 
the card number, date, transaction amount, and vendor name. 

C. Auditor-Controller 

1. The maximum monthly Purchasing Card limit is $1,400,000 for the County. This 
amount is adjusted by the Bank on a periodic basis. 



2. PROCEDURES 

2.1 PURCHASING CARD ISSUANCE - AUTHORIZATION 

A. To obtain a County Purchasing Card an employee must complete a "Purchasing Card 
Authorization" form. The original of this form must be sent to the Auditor-Controller's 
Office, Accounts Payable Division. (Refer to the IntranetlDepartmentlAuditor- 
Controller/Forms for the Purchasing Card Authorization Form). 

B. The Purchasing Agent must approve requests for card limits of $5,000 or over. 

C. Each department shall establish a centralized office supply person(s). Except in 
limited cases of urgency as authorized by the Department Head, only office supply 
purchases made by those individuals should be approved. This assures the best price 
for the County and documents the business purpose of the purchase. 

2.2 TRAVEL EXPENSES 

All travel expenses must comply with the County Travel Policy. 

2.3 PURCHASING CARD RESTRICTIONS 

A. Be aware of OSHA requirements on purchases of certain products (e.g. appliances, 
ladders, etc.). 

B. Obtain appropriate Material Safety Data Sheets (MSDS) for all chemicals, etc. unless 
already on file. These are to be filed in the department's MSDS binder. 

2.4 MONTHLY STATEMENT PROCESSING 

A. Every employee who makes a charge with a County Purchasing Card shall receive an 
itemized receipt along with the charge slip from the merchant documenting the 
purchase details: 

1. The Purchasing Card itemized receipt along with the charge slip shall be turned 
in immediately after the transaction or upon return from authorized travel to the 
department Purchasing Card clerk responsible for processing the monthly 
statement for the department. In the case of travel, the itemized receiptlcharge 
slip should be turned in the day the employee returns to the workplace. If 
conference supporting documentation is not submitted, the claim will be 
disallowed. 

2. When a receiptlcharge slip provides no detail or is lost or unavailable, written 
documentation for the purchase must be provided to include at a minimum: 
purchase date, item(s) purchased, amount, purpose (if not evident) and reason 



the receipt is unavailable. Lack of itemized receipt = a misplaced receipt. A 
Misplaced Receipt Form can be used to document such. (Refer to the 
IntranetlDepartmentlAuditor-Controller/Forms for the Misplaced Receipt Form.) 
Documentation is always required to substantiate the charge as a valid County 
expenditure. 

The employee should contact the vendor to request a copy of the receipt before 
submitting a Misplaced Receipt Form. The Misplaced Receipt Form must have 
Department Head approval. Department Head approval shall exempt the 
employee from having a payroll deduction for not submitting a receipt as long as 
the form is submitted within 10 calendar days or the first day back to work after 
request by the department Purchasing Card clerk. At the Department Head's 
discretion, repeated claims submitted on Misplaced Receipt Forms could be 
denied and the Department Head should request immediate reimbursement from 
the employee or offset the unauthorized charges through payroll deduction. The 
Department Head will determine necessary disciplinary action for frequent abuse 
of the receipt requirements. 

4. Itemized receipts for meals charged to the hotel must accompany the hotel bill. 
This might preclude using express checkout at hotels or ordering items over the 
telephone if the vendor cannot mail or fax a detailed receipt. 

B. Proper accounting principles require separation of duties to maintain the integrity of 
the accounting process. An individual who has been issued a Purchasing Card shall 
not reconcile hislher own account. 

C. The Purchasing Card clerk in the department responsible for processing the monthly 
Purchasing Card statements shall not only reconcile all itemized receipts, along with 
charge slips, to the monthly statement prior to receiving the next month's statement, 
but shall at a minimum perform the following, as appropriate: 

1. Review all itemized receiptslcharge slips to determine proper documentation is 
provided and that each itemized receiptlcharge slip and/or item appear to be an 
appropriate County business expense. 

2. Match all travel itemized receiptslcharge slips to the relevant Travel Authorization 
Form. 

3. Determine all other itemized receiptslcharge slips have the appropriate 
authorization based on department requirements. 

4. Determine that itemized receiptslcharge slips are in compliance with the 
Stanislaus County Travel policy. 

5. Request immediate reimbursement for any inappropriate andlor undocumented 
charges. 

6. Report inappropriate andlor undocumented charges to the Department Head. 

7. Requests for reimbursement shall be documented and retained in the file. 



8. When an employee has been requested in writing by the department's 
Purchasing Card clerk to submit an itemized charge receipt or a Misplaced 
Receipt Form approved by the Department Head, and still no receipt has been 
provided within 10 calendar days of the date of the request, or first day back to 
work, then the department will initiate a payroll deduction for the amount of the 
charge. The deduction will be taken from the employee's next paycheck and will 
not be refunded. 

9. The Purchasing Card Clerk, or employee reconciling the statement, shall certify 
in writing with their signature and a date the reconciliation has been performed in 
a timely manner. 

D. Each department must retain all documentation supporting their departmental 
Purchasing Card activity for a minimum of five (5) years, or longer, if the department's 
Records Retention Policy so requires. Support should include copies of written 
documentation to substantiate Purchasing Card transactions with the applicable 
statement(s) and/or reference where filed. 

E. Each month the Department Head shall certify in writing that all Purchasing Card 
charges are valid appropriate County expenses via the Bank of America Works Billing 
Statement, prior to the receipt of the next month's statement. Each department is 
responsible for auditing their Purchasing Card expenditures and ensuring that 
existing policy guidelines are followed. Subsequent audits may be conducted on a 
random basis to verify that the Travel Policy and Purchasing Card Policy guidelines 
have been followed. Department Heads are not required to have approval for their 
own charges; they will be audited each year. 

F. In order to make adjustments to the account, the Purchasing Card Maintenance Form 
(Refer to the Intranet/Department/Auditor-ControllerIForms for the Purchasing Card 
Maintenance Form.) must be completed by the department Purchasing Card clerk 
and submitted to the Auditor-Controller's Office Accounts Payable Division for 
processing. 

2.4 DISPUTING CHARGES 

A. After review of the monthly statement, if a charge looks illegitimate and/or the 
cardholder denies approving the charge, a Statement of Disputed ltem Form is 
completed and signed by the cardholder. Claims must be submitted within 60 days 
from the billing close date. (Refer to the Intranet/Department/Auditor- 
Controller/Forms for the Statement of Disputed ltem Form). 

B. The completed form is forwarded to the Auditor-Controller's Office, Accounts 
Payable Division. 

C. Accounts Payable will contact the Bank regarding the disputed item. 

D. If a credit is issued for the disputed item, the credit will appear on the next month's 
statement. 



2.6 EXPIRATION DATE ON PURCHASING CARDS 

The Purchasing Cards each have an expiration date. The cards will expire on the last 
day of the month indicated on the card. The Bank will automatically send a replacement 
card to the department at the end of that month. Expired cards are to be destroyed. 

2.7 CANCELLATION OF ACCOUNTS 

A. Departments are directly responsible for canceling Purchasing Cards when an 
employee leaves service or a card is lost or stolen. A staff termination, change of 
duties, or other reason may necessitate cancellation or credit limit modification of a 
Purchasing Card. 

B. The following procedures are required when an employee leaves, terminates or 
changes duties: 

1. Retrieve the card from the employee. 
2. Cut the card horizontally through the magnetic strip and destroy it or send the card 

to the Auditor-Controller's Office, Accounts Payable Division with the completed 
Purchasing Card Maintenance Form. 

3. The Accounts Payable Division will cancel the account. 

C. The following procedures are required when an employee reports their card lost or 
stolen: 

1. The employee is to call the Bank and report the card lost or stolen and close the 
account immediately. 

2. Notify the department Purchasing Card clerk same or next business day. 
3. The Purchasing Card clerk will send a Purchasing Card Maintenance Form to the 

Accounts Payable Division of the Auditor-Controller's Office so that a new card 
can be issued. 

2.8 USE TAX REPORTING PROCEDURES 

A. Current sales tax and district tax is due to the State of California when a vendor does 
not charge tax. If the receipt or invoice does not include sales tax, the purchase must 
be listed on the "Use Tax Log" or "District Tax Log" form and submitted to the Auditor- 
Controller's Office monthly. Phone and Internet orders are not exempt from sales tax. 
If the report is zero the report does not need to be submitted. 

B. Do not calculate the Use Tax or District Tax due. The Auditor-Controller's Office will 
complete this procedure. To report Use Tax or District Tax show total purchase price, 
less shipping. Handling, if shown separate from shipping, should be included in the 
purchase price. Taxable items include goods only, not services. 


