BINGHAMTON UNIVERSITY AND THE STATE OF NEW YORK JP MORGAN
VISA PROCUREMENT CARD: POLICIES AND PROCEDURES

Overview
The New York State JP Morgan Visa Procurement Card (P-Card) offers Binghamton University
departments an alternative method of making small dollar purchases as well as the opportunity to
streamline procedures of controls for procuring goods and services. The Procurement card program
also reduces the volume of account payable transactions and the associated administrative costs by
streamlining payments to vendors. All vendors who accept Visa accept the New York State JP Morgan
Visa procurement card.

Policy
The current P-Card purchase limit is $2,500 per transaction. Departmental cardholders can be liable for



theft or loss or used off campus. O



New York State and JP Morgan Visa created a template which automatically excludes certain types of
expenditures at point of sale. Airline, lodging and car rental p-card transactions are blocked at point of
sale.

Cardholders must return the Procurement card to the campus Program Administrator immediately upon
request or upon termination of employment.



l

Purchases made with stolen or lost cards provided the loss is reported within 24 hours after
discovery and reported to Program Administrator and JP Morgan Visa

Individual cardholders will be accountable and responsible for fraudulent or unauthorized charges. To
reduce the risk of fraudulent charges, the cardholder should NEVER email card data to any vendor or to
another Binghamton University Campus Department. Further, cardholders should avoid sending card
data through interoffice mail. Please use the telephone where necessary.

How to Place an Order
Placing an Order

1.

aprwn

Check the state contracted vendors.

Check your desired vendors and ask if they accept Visa

Ensure that purchase is within the parameters of the New York State Procurement card program.
Ensure there are funds in your account to pay for the item.

Order online, via telephone or go the vendor’s place of business and place the order. Inform the
vendor that the purchase is made on a GOVERNEMENT PROCUREMENT CARD and that is a TAX-
EXEMPT PURCHASE.

If item delivery will be by Express Service, please provide complete detailed shipping information
including: Department, Room number, contact, Bldg., transaction number if any.

Give the vendor your JP Morgan Visa card number and expiration date. (The vendor will verity the
account number with JP Morgan Visa. The spending limit and spending limitations will be checked
electronically for compliance with applicable limits).

Retain all documentation pertaining to the purchase. When the vendor delivers the order,




Program Administrator will investigate the dispute on the cardholder’s behalf and assist in
his resolution.



Reporting

Cardholders
All card-holding departments will be subject to audit reviews to be held periodically. Final responsibility
for use of the card rest with the card holding department. Necessary elements for a successful audit
include the following:
I Photocopies of all packing slips, invoices, billing statements from vendors, and other
documentation of transactions.
f  Any other Internal information related to tracking of purchases (i.e. return of merchandise
memos, receipt and disbursal of items).
f  Following acceptable purchasing practices according to existing SUNY and state regulations.

Liability

New York State will be initially liable for all charges to the Purchasing Card account except for fraudulent
use of the card by a vendor and/or an employee, those in excess of the single per-transaction limits, and
any other limits imposed by participating state agencies.

While New York State will be responsible to VISA for all employees’ charges associated with the
Purchasing Card, the cardholders themselves will be responsible to reimburse the State of New York for
any charges incurred as a result of misuse of fraudulent use of the card.

New York State will not be liable for any charges incurred by non-employees. Therefore, it is important
to report immediately any lost and/or stolen Purchasing Cards to VISA.

Failure to comply with this notification process may result in the cardholder becoming personally liable
for the fraudulent use of the card.

Suspension of Purchasing Card Privileges



the Program Administrator. The cardholder can be held personally responsible for reimbursing
the state for any unauthorized purchases.

31 Offense: Use of the Purchasing Card will be suspended permanently. The cardholder will be
personally responsible for reimbursing the state for any unauthorized purchases.

NOTE: This process can be adjuste



f  Immediately notify the Program Administrator of change of status of cardholder, including
their reassignment, and leaving the department or university employment.
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SUNY BINGHAMTON PURCHASING WEBSITE:
http://www.binghamton.edu/offices/purchasing/p-card.html

SUNY-CENTRAL PROCUREMENT CARD GUIDELINES
http://www.system.suny.edu/purchasing/procurement-card/

NEW YOR STATE OFFICE OF GENERAL SERVICES BULLETIN ON PCARD LIABILITY
http://www.bsc.ogs.ny.gov/procurement-credit-card-0

ELECTRONIC P-CARD SUBMISSION SYSTEM
https://my.binghamton.edu/app/purchasing _eforms/my-pcard

SUNY FINANCIALS EMPLOYEE LOGIN
https://www?2.sysadm.suny.edu/employeeservices/login/login.cfm

Useful Phone Numbers
Program Card Administrators:
Charlene Richner 607-777-2044
John Gallent 607-777-2036

JP Morgan VISA CUSTOMER SUPPORT

Help desk (800) 316-6056
I  Reporting Cancelled, Lost or Stolen Cards: (800) 270-7760
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