ADOPTED – FEBRUARY 25, 2025

AGENDA ITEM NO. 10

Introduced by the County Services and Finance Committees of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO AMEND THE PROCUREMENT CARD PROCEDURES POLICY
RESOLUTION #25 – 084

WHEREAS, the Ingham County Policy Review Committee was established to review existing policies and recommend new policies for Ingham County; and

WHEREAS, the Policy Review Committee has recently merged with the Health in all Policies (HIAP) Committee; and 

WHEREAS, the newly constituted HIAP Committee recently reviewed the Procurement Card Procedures Policy and recommends the following changes:

· C. Procurement Card Program Overview, 1 – add “with the exception of employees of other agencies receiving County funding with permission from the Purchasing Director and the Controller/Administrator” to the end of the first sentence

· D. Cardholder Responsibilities, 1 – add the sentence, “Food and beverages purchased for staff meetings and staff lunches are not an allowable expense. Only meetings which include community members, vendors, or other outside parties will be allowed to serve food and beverages at the County’s expense”

· D.  Cardholder Responsibilities, 8 – add “or rebates” before “in lieu of a credit to the procurement card account”
· Administrative clean up throughout the policy (change Financial Services Department to Department of Finance and Budget, his/hers to their or employee); and 
WHEREAS, the attached Procurement Card Procedures Policy reflects the amends to the policy in strike out and bold format.

THEREFORE BE IT RESOLVED, that the Ingham Board of Commissioners approves the amendments to the Procurement Card Procedures Policy, which will take effect upon the adoption of this resolution.

BE IT FURTHER RESOLVED, that this policy shall be applicable to all departments of Ingham County and Elected Officials and the Courts that choose to participate. 

COUNTY SERVICES:  Yeas:  Lawrence, Pratt, Grebner, Sebolt, Peña, Johnson, Maiville

          Nays:  None     

 Absent:  None     
 Approved 02/18/25 

FINANCE:  Yeas:  Morgan, Grebner, Tennis, Sebolt, Polsdofer, Cahill, Maiville, Ruest

          Nays:  None     

Absent: None     
 Approved 02/19/25
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A. Introduction

Ingham County Procurement Card Program has been established to provide a convenient means with which to make purchases and reduce the costs associated with initiating and paying for those purchases. The County Purchasing Department and  Financial Services Departments Department of Finance & Budget are responsible for managing the program and each department is responsible for managing its cardholder accounts.

B. Parties Involved

1. Card Issuer - Comerica Bank services include: issuing MasterCard Procurement Cards to Ingham County Employees, providing electronic transaction authorizations, and billing Ingham County for all purchases made on the cards.

2. Ingham County - Arranges with the card issuer, Comerica Bank, to have procurement cards issued to approved employees and agrees to accept liability for the employees’ use of the cards.

3. Department Head - Each department head is the Ingham County official who must approve the employee’s request for a procurement card, designates the department code for purchase on the procurement card, and submits the application to the procurement card administrator. Department head approval delegates transaction authority to the cardholder.

4. Procurement Card Administrator - The central administrator, located in the Ingham County Purchasing Department, coordinates the procurement card program for Ingham County acts as Ingham County’s intermediary in correspondence with the card issuer.

Duties may include but not be limited to:
a. Procurement card training

b. Requesting new cards upon receipt of approved authorization

c. Assisting cardholders, site coordinators and department heads with disputes, changes and other areas as requested.

d. Monitors procurement card accounts and program.

e. Reports to the procurement card team items that may need to be investigated or researched which would allow the program to operate effectively.

5. Financial Administrator - The financial administrator, located in the Ingham County Financial Services Department Department of Finance & Budget, coordinates the financial aspects of the procurement card program. The financial administrator is responsible for all payments and record keeping. The financial administrator may perform duties of the procurement card administrator should there be a need.

6. Site Coordinator - An employee of Ingham County in each department designated by the department head or card administrators to be responsible for training cardholders, reviewing transactions of individual cardholders to make sure the transactions are legitimate business expenses and are classified appropriately.

7. Cardholder - An employee of Ingham County who is approved by his/her their department head to use the procurement card to execute purchase transactions on behalf of Ingham County.

8. Vendor - The merchant from whom a cardholder is making a purchase.

9. Procurement Team - The team of Ingham County employees formed to evaluate the program, write the policies and procedures and rolling out the program. The procurement team will consist of a representative from at least the following departments: Budgeting, Financial Services, Finance & Budget, Human Resources, Innovation and Technology, Purchasing and Treasurer. The procurement team will be responsible for the continued monitoring and evaluation of the program and suggest changes they feel necessary to the department head, Controller or Board of Commissioners.

C. Procurement Card Program Overview

1. Procurement cards will be issued to Ingham County employees only, with the exception of employees of other agencies receiving County funding with permission from the Purchasing Director and the Controller/Administrator.

2. The employee’s name will be embossed on the card.

3. Procurement cards will not be transferable between individuals or departments.

4. Each cardholder will be assigned to a site coordinator.

5. Each card will be assigned a specific department, location and project code.

6. Employee’s department head must approve the request for a card and assign the department code.

7. Cardholder makes purchases using the established Procurement Card Program policies and procedures and receives a monthly statement from Comerica Bank.

8. Cardholder may use the procurement card for some travel costs if pre-approved by their department head. The travel costs that may be charged to their procurement card are: conference registration, hotel room charges and parking fees for applicable nights. All items must be pre-approved and documented with receipts upon return. All travel receipts must accompany cardholder’s procurement card statement along with any additional documentation required by the department head or financial card administrator.

History: 2002, Resolution 02-178, Effective July 23, 2002; -- Amended 2015, Resolution 15-173, Effective May 12, 2015

9. Cardholder matches receipts to monthly statement and forwards to his/her their department head, department head approves and sends approval to the financial/card administrator and site coordinator for review and storage.

10. Department head/Site coordinator makes the necessary reports that his/her   their department may require for record keeping.

11. All original invoices and documentation are forwarded to the Financial Services Department Department of Finance & Budget.

12. Monthly Departmental reports of cardholder transactions will be available to the site coordinator.
13. Comerica Bank sends consolidated monthly statement to Ingham County at the end of monthly billing cycle, which is the last calendar day of every month.

14. An ACH credit is made to Comerica Bank 14 business days after the end of the billing cycle.

D. Cardholder Responsibilities

The cardholder must use the procurement card for legitimate business purposes only. The procurement card may only be used for categories included on the Cardholder Agreement Form. Misuse of the card will subject cardholder to disciplinary action in

accordance with Ingham County Polices and Procedure relating to disciplinary action and termination for cause. The cardholder must:

1. Ensure the procurement card is used for legitimate business purposes only.  Food and beverages purchased for staff meetings and staff lunches are not allowable expense.  Only meetings which include community members, vendors, or other outside parties will be allowed to serve food and beverages at the County’s expense.
2. Maintain the procurement card in a secure location at all times.

3. Not allow other individuals to use the procurement card.

4. Adhere to the purchase limits and restrictions of the procurement card and ensure the total transaction amount of any single transaction does not exceed the limits stated in the Ingham County purchasing policies.

5. Obtain and reconcile all sales slips, register receipts, and/or procurement card slips to Comerica Bank’s cardholder statement and provide the information to the site coordinator and department head for reconciliation, approval and allocation of transactions.

6. Attempt to resolve disputes or billing errors directly with the vendor and notify Comerica Bank if the dispute or billing error is not satisfactorily resolved.

7. Ensure that an appropriate credit for the reported disputed item or billing error appears on a subsequent cardholder statement.

8. Not accept cash or rebates in lieu of a credit to the procurement card account.

9. Immediately report a lost or stolen card to Comerica Bank at 1-800-759-9610, 24 hours a day, 365 days per year.

10. Immediately notify site coordinator of lost or stolen procurement card at the first opportunity during normal business hours.

11. Return the procurement card to site coordinator upon termination.

12. If a vendor does not accept MasterCard, contact the site coordinator.
13. Report erroneous and emergency transaction needs to the site coordinator during normal business hours.

14. Employee has agreed to turn in all commercial charge cards before accepting a procurement card.

15. Employee agrees not to charge any item(s) or services using any method other than the Ingham County procurement card that has been assigned to them. Excludes gasoline until further notice.

16. Employee agrees to familiarize themselves with existing contracts, agreements and pricing programs with registered vendors.

17. Employee agrees to use all means afforded Ingham County to receive the best price and best value which includes using existing contracts and agreements.

E. Procurement Card Administrator Responsibilities

Ingham County will assign a procurement card administrator in the Purchasing Department to be responsible for the overall procurement card program. Responsibilities to include:

1. Ingham County liaison with Comerica Bank

2. Utilizing the Internet iTracer/iSpectrum system from Comerica Bank.

3. Reviewing department-approved applications for completeness of required information.

4. Retaining all approved records requesting procurement cards and any approved changes that are requested. One copy of each approved request must be sent to at least one procurement team member for verification.

5. Submitting completed enrollment form to Comerica Bank and receiving procurement cards form Comerica Bank.

6. Training site coordinators before releasing the procurement card program in that Department.

7. Having cardholder sign Cardholder Agreement Form, which ensures compliance with the terms and conditions of the procurement card program.

8. Handling disputed charges/discrepancies not resolved by cardholder or site coordinator.
9. Initialling change of accounting codes upon request of site coordinator as approved by their department head.
10. Securing revoked procurement cards and submitting information to Comerica Bank.

11. Receiving and reviewing Comerica monthly bank statement.

12. Reviewing usage of procurement card data for appropriateness.

13. Ensuring that lost and stolen cards have been blocked by Comerica Bank.

14. Forwarding vendor set up request to Comerica Bank.

15. Assisting the site coordinator with erroneous declines and emergency transactions.

16. Report to the procurement team the activity of the program, needs of the users or any other information that may be requested.

F. Financial Card Administrator Responsibilities

Ingham County will assign a financial card administrator in the Financial Services Department Department of Finance & Budget to be responsible for the financial and official original record keeping. Responsibilities to included:

1. Receiving, reviewing and payment of the Comerica Bank bill.

2. Payment of items for good of the County such as utilities, lease payments etc.

3. Reviewing usage of procurement card data for appropriateness.

4. Ensuring that lost and stolen cards have been blocked by Comerica Bank.

G. Cardholder Eligibility

Criteria to receive a procurement card is as follows:

1. Applicant must be an employee of Ingham County.

2. His/her Their department head must approve applicant’s request for a procurement card.

3. Employee must attend a training session before receiving their procurement card.

4. Each individual cardholder must sign a Cardholder Agreement Form in the presence of the site coordinator.

H. Cardholder Liability with Corporate Liability Program

The procurement card is a County card which will not affect the cardholder’s personal credit; however, it is the cardholder’s responsibility to ensure that the card is used within stated guidelines of the Procurement Cardholder Agreement Form as well as Ingham County policies and procedures relating to the expenditure of Ingham County funds.

Failure to comply with program guidelines may result in permanent revocation of the card, notification of the situation to management, and further disciplinary measures including termination.

I. Cardholder Termination

The procurement card administrator is required to close an account if a cardholder:

1. Moves to a new job in which a procurement card is not required.

2. Terminates employment.

3. Any of the following reasons which will also subject cardholder to disciplinary action and termination for cause:

a. The procurement card is used for personal or unauthorized purposes.

b. The procurement card is used to purchase any substance, material, or service, which violates policy, law or regulation pertaining to Ingham County.

c. The cardholder allows the card to be used by another individual.

d. The cardholder splits a purchase to circumvent the dollar limitation of the procurement card and the Ingham County purchasing policies.

e. The cardholder uses another cardholder’s card to circumvent the purchase limit assigned to either cardholder or the limitations of the procurement card.

f. The cardholder fails to provide site coordinator with required receipts.

g. The cardholder fails to provide, when requested, information about any specific purchase.

h. The cardholder does not adhere to all of the procurement card policies and procedures and the Ingham County purchasing policies.

i. The Cardholder fails to review monthly statement and forward to Department Head or Site Coordinator.

J. Lost, Misplaced or Stolen Procurement Card

Cardholders are required to immediately report any lost or stolen procurement cards to Comerica Bank toll-free at 1-800-759-9610, 24 hours a day, 365 days a year. The cardholder must also immediately notify his/her their site coordinator who will contact the procurement card administrator. The procurement card administrator will then follow up with Comerica Bank to ensure that the account has been closed.

K. Spending Controls

The procurement card is to be used only for the purchase of items pre-approved by the cardholder’s department head. Ingham County spending parameters for each procurement card issued is set by need and department head approval. At no time may any transaction be in violation of the Ingham County purchasing policies or the procurement card policies. Ingham County through the procurement card administrator, will adjust limits as determined by demonstrated need and department head approval.

L. Erroneous Declines

Should a vendor erroneously decline the procurement card, the cardholder should immediately contact the site coordinator or procurement administrator who will contact Comerica Bank for assistance.

M. Emergency Transactions

For any transaction which does not meet the spending controls assigned to the card, the cardholder must acquire their department head’s approval and then contact the procurement card administrator for assistance.

N. Credits

Vendors will issue all credits to the individual procurement 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 procurement card account.

O. Unresolved Disputes and Billing Errors

The cardholder is responsible for contacting the vendor to resolve any disputed charges or billing errors. If the matter is not resolved with the vendor, the cardholder/site coordinator should:

1. Contact Comerica Bank at 1-800-759-9610 directly for assistance

2. Contact the procurement card administrator for assistance if an acceptable resolution is not obtained.

P. Security and Storage

Cardholders should always treat the procurement card with the same level of care as one does their own personal credit cards. The card should be maintained in a secure location and the card account number should be carefully guarded. The only person entitled to use the card is the person whose name appears on the face of the card. The card may not be lent to another person for any reason.

Q. Program Documentation

The department head/site coordinator assigned to each procurement card may maintain copies of the cardholder’s vendor receipts/packing slips/charge slips, however all originals must be sent to the financial card administrator for official record keeping. The procurement card administrator located in the Purchasing Department will maintain all other documentation concerning the procurement card program. This documentation includes, but is not limited to, enrollment forms, Cardholder Agreements, billing statements, reconciliation of accounting statement, Internet iTracer information, and copies of transmittals and correspondence with Comerica Bank.

R. Vendor Set Up

The Purchasing Department will conduct a study of frequently used vendors which qualify for use of the procurement card by the cardholders. If a vendor frequently used by Ingham County employees does not accept the MasterCard, Ingham County will assist in recruiting the vendor to accept the card. Cardholders should contact the site coordinator when encountering vendors who do not accept the card.

S. Vendor Blocking

Transactions will be denied at the point-of-sale for Merchant Category Codes (MCC) that have been blocked which may include but not be limited to gas stations, liquor, tobacco, casinos, etc.

T. Procurement Card Set Up, Maintenance and Closure

1. Procurement card set up, maintenance, and closure will be handled by the procurement card administrator who is located in the Ingham County Purchasing Department, as follows:

a. Ingham County employee completes a Comerica Bank Procurement Card enrollment form, and the Procurement Card Program Cardholder Agreement form signifying compliance with the terms and conditions of the procurement card program.

b. Ingham County employee submits forms to his/her their site coordinator for completion and approval.

c. Department head completes the application by providing the department code to be assigned to the card

d. Department head signature delegates transaction authority to the cardholder.
e. Approved application is to be sent to the procurement card administrator.

f. Procurement card administrator reviews application for completeness and submits application to Comerica Bank in format approved by Comerica Bank and Ingham County.

g. Approved application or request for changes are also sent to a designated procurement card team member.

h. Upon receipt of the procurement card from Comerica Bank, the site coordinator will conduct a training session with the cardholder prior to issuing the card. If the site coordinator is unavailable for the training session the procurement card administrator may conduct the training session.

2. Card maintenance:

a. Site coordinator/Department head is to make all maintenance requests to the procurement card administrator.

b. Procurement card administrator will submit all maintenance requests to Comerica Bank and a designated procurement card team member.

3. Card Closure

a. Terminated or transferred employees - Site coordinator/Department head is to secure procurement cards from terminated employees.

b. Cardholders who transfer to another Ingham County department may only continue to utilize their card after receiving approval by his/her their new department head and the procurement card program administrator.

c. The procurement card administrator must be notified of the employee’s termination or transfer so he/she they can update the department code.

d. A request for closing the cardholder account will be submitted to Comerica Bank by the procurement card administrator within two days of receiving the notification.

e. All procurement cards are to be returned to the procurement card administrator for submission to Comerica Bank.

4. Other Card Revocations/Closures

a. Procurement card administrator will notify Comerica Bank immediately of all revokes and closures.

U. Reconciliation, Approval & Allocation of Billing

1. Receipt and payment of Comerica Bank billing

a. At the close of the monthly billing cycle, Comerica Bank will send a paper statement and the procurement card administrator will email an electronic monthly statement to the cardholder.

b. Procurement and financial card administrators will receive a consolidated paper or electronic monthly statement.

c. Financial card administrator will issue an ACH credit to Comerica Bank 14 business days after the end of the billing cycle.

V. Audit

Ingham County’s internal control policies and procedures are as follows:

1. Cardholder responsibilities:

a. Reconcile vendor receipts to cardholder statement, sign and date the statement, this verifies that you made the purchases and stating payment should be made.

b. Submit vendor receipt and cardholder statement to site coordinator or Department Head. If the order is placed by telephone, fax or internet the cardholder should supply a copy of the order blank or a printed description of order to site coordinator.

2. Site coordinator or Department Head responsibilities:

a. Review cardholder receipts and statements.

b. Assure all receipts and vouchers are attached and forward to the financial card administrator in the Financial Services Department Department of Budget & Finance for audit by internal and external auditors.

3. Financial card administrator responsibilities:

a. Receive electronic reports from Comerica Bank.

b. Process upload of departmental charges to accounting, for charging individual departments.

c. Reconcile monthly billing statement.

d. Make periodic audits of card use and charges for appropriateness. Areas to be monitored include, but not limited to compliance with procurement card regulations, compliance with Ingham County regulations, and sales and use tax 

e. charges. Non-usage of cards by cardholders will also be monitored. 

