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P-Card/ Billing Cycle Purchase Log — Either paper or electronic form used in the reconciliation process for
purchases/services char


http://www.doa.la.gov/Pages/osp/Travel/Index.aspx

WORKS — Bank of America’s web-based system wused for program maintenance, card/CBA
issuing/suspension/cancellation and reporting.

WORKS Workflow— Bank of America’s online system that includes user profiles and transaction workflow. For ISIS

and LaGov interfaced agencies, transactions are coded and interfaced to the ISIS/LaGov systems for payment
monthly.

/. ROLES AND RESPONSIBILITIES

A. OFFICE OF STATE TRAVEL

The State of Louisiana, Office of State Travel is responsible for the statewide contract administration of the
Corporate Liability “LaCarte” Purchasing Card/CBA Program and serves as the central point of contact to address
all issues and changes necessary to the overall program, and coordinate such changes with the contractor, Bank
of America.

The Office of State Travel will issue and maintain the Statewide Policy. If the state’s policy or the program limits
change statewide, a revised State of Louisiana Corporate Liability “LaCarte” Purchasing Card and CBA Policy will
be issued by the Office of State Travel.

The Office of State Travel will approve agency participation in the program and along with the agency identify the
allowable Merchant Category Codes (MCC) and their limits.

The State Program Administrator oversees the Statewide Purchasing Card Program and serves as a liaison between

the Agency Program Administrators to address all issues and changes necessary to the overall LaCarte program
and coordinates any changes with Bank of America.

B. AGENCIES PUBLIC/POST SECONDARY, BOARDS AND COMMISSIONS

Each Agency is responsible for developing and implementing a P-Card Policy documenting within all internal



abuse of the P-
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Determining allowable merchant category codes based on individual needs and the State’s
allowances.

Educate program participants on State and agency policy requirements, procedures and
allowances.

Educate program participants on use of the card sales tax requirements.

Educate cardholders on process of reporting a card lost, stolen and/or any fraudulent activity.

Develop written procedures for ordering and canceling cards when lost or stolen or when a
cardholder leaves employment including an exit interview. An exit interview should include a
review by the cardholder and supervisor/approving official and/or program administrator of all
current charges on the account, verifying that all necessary original supporting documents,
original receipts and required signatures have been obtained. Receipts are attached to each
transaction in WORKS and both the cardholder and approver have signed off on all transactions
in WORKS once the agency has been implemented into WORKS Workflow. Cards should be
returned to the agency program administrator to cancel and destroy.

Develop procedures for travel allowances in accordance with State Liability Travel Card and
CBA Policy, if requested by the agency and approved by the Office of State Travel.

Develop a paper purchasing card log used to assist in reconciliation process to include if the
agency has not been implemented into WORKS Workflow or has chosen not to utilize the
electronic log.

Develop and include approval procedures within internal policy and procedures for handling
transaction approvals during extended absences of the cardholder and/or the
supervisor/approver, especially once the WORKS Workflow is implemented.

Establish procedures for reducing P-Card cardholders to $1 limits or suspending the card during
an extended absence and/or until the cardholder returns. This will protect the cardholder and
the agency during their absence.

Establish and enforce personnel policies to discipline employees in the event of abuse, misuse
or failure to comply with established guidelines.
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Travel with justification as to why this requirement cannot be met. Any or all of the following administrative
responsibilities may be delegated to another individual, however any person with any administrative roles may not
possess a card.

The Agency Program Administrators or agency designee must fulfill responsibilities in the following areas:
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13. Issue secure user ID’s for each cardholde
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6. Ensure that the P-Card is obtained from the employee upon separation or change in
department/section and return card to agency program administrator. Ensure that agency program
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acceptable for each transaction that it was f
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Workflow and not one upload for multiple transactions. Attachments must meet the following
requirements:
e Be a PDF document
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internal controls are followed. The Cardholder is also responsible for maintaining the security
of card data such as the account number, pin number, the expiration date, and the card
verification value (CVV), the 3-digit security code located on the back of the card. Note: CBA'’s
are issued in the Agency’s name only with each account assigned to a single individual.

Never display the Card Account Number, WORKS and WORKS Workflow user ID and passwords
around their work area.

Never give the Card Account Number, user IDs or passwords to someone else.

Never email the full account numbers or user ID numbers or passwords or store full account
numbers in supporting documentation. In the event that using the full account number is
necessary to make hotel reservations, caution should be exercised by the agency to ensure that
the full account number is used in a secure environment with a valid hotel or hotel booking
website and never filed with the entire account number. Caution should be made to blackout
the account number when documentation prior to maintaining on file.
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CARD MISUSE

Cardholders, program users, or supervisors/approving officials, auditors or anyone associated with the
program who knowingly, or through willful neglect, fail to comply with the requirements may be subject to
suspension or termination of account privileges or other disciplinary action, up to and including termination
of employment and criminal prosecution to the fullest extent of the law.

. FRAUD PURCHASES

Any use of the P-Card/CBA which is determined to be an intentional attempt to defraud the state for
personal gain or for the personal is prohibited. An employee suspected of having misused the P-Card/CBA
with the intent to defraud the state will be subjected to an investigation. Should the investigation result in
findings which show that the actions of the employee have caused impairment to state service, and should
those findings be sufficient to support such action, the employee will be subject to disciplinary action. The
nature of the disciplinary action will be at the discretion of the Agency’s Appointing Authority and will be
based on the investigation findings and the record of the employee. Any such investigation and ensuing
action shall be reported to the Legislative Auditor, the Office of Inspector General and the Director of the
Office of State Travel. Also, the agency’s policy should state the specifics regarding repayment including
actions taken, timeframe for repayment and consequences if repayment is not made in accordance with
the agency’s policy.

Any recognized or suspected misuse of the P-Card Program should be immediately reported to the agency
program administrator and may be anonymously, reported to the State of Louisiana Inspector General’s
Fraud and Abuse Hotline at 1-866-801-2549 or for additional information one may visit
http://oig.louisiana.gov/index.cfm?md=pagebuilder&tmp=home&nid=3&pnid=0&pid=4&catid=0.

Cardholders and other program personnel are prohibited from using the P-Card and other accounts (e.g.
CBA’s) for the purchase of any goods or services not directly or indirectly related to official State of Louisiana
business. Intentional use of the card for personal purchases will result in disciplinary action, up to and
including termination from State employment and criminal prosecution.

Supervisors or other approving officials who knowingly, or through willful neglect, approve personal or
fraudulent purchases are subject to the same
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than one year unless another incident occurs. The employee should be made to pay for the item purchased
inappropriately. Should another incident of a non-approved purchase occur within a 12-month period, the
Agency’s Appointing Authority should consider revocation of the P-Card/CBA.

Consequences for either type of purchase mentioned above must be clearly documented in the agency
policy and fully executed when applicable.

23


http://www.doa.la.gov/Pages/osp/Travel/forms.aspx



http://www.doa.louisiana.gov/osp/travel/corptravcard/travcard-cbapolicy.pdf

agency requires documentation retention more than stated above, it is the responsibility of the agency to obtain
and archive the transaction data annually.

It is the agency’s responsibility to not only review the data gathered, but to make certain that transactions are for
a business purpose and have a legitimate business need for the cardholder. In the event that a transaction is
being investigated, the cardholder must explain and justify the transaction being questioned. Based on the
cardholder’s explanation, the agency should address the situation accordingly. All backup documentation should
be kept together whether printed, on a secured shared drive, flash drive or any other form to consolidate findings
and responses in one central location as well as eliminate loss of information when an employee separates from
the agency for any reason. All generated reports showing no transaction activity should be screened printed and
kept with reports generating data.

LaCarte Purchasing Card Program Auditing Reports (Attachment A) contain a list of reports created for agencies to
use for monthly audit requirements of this program through WORKS and Visa IntelliLink. Some reports are required
to be generated and reviewed at least once a month, while others have been created and designed as added value
to assist in policy compliance. Although all of the reports are not required monthly, agencies are strongly
encouraged to determine which of the reports are of the most value to them and should consider rotating them, at
a minimum every other month.

All documentation/findings/replies including printed copies of reports generating no data, resulting from the
monthly audit of P-card transactions, are to be maintained in a central location at the agency, not units,
departments, sections etc., and readily available for any internal or external audits that may occur. Reports in
Attachment A are available through WORKS and VISA IntelliLink. Data is available in WORKS for at least 36 months,
Visa IntelliLink is available for a 27 rotating month period. If an agency requires documentation retention for more
than 27 months, it is the responsibility of the agency to obtain and archive the transaction data accordingly.

Monthly reviews and inquiries, requested from the Office of State Travel, Division of Administration auditors, etc.,
to agency program administrators, must be answered in the time specified in the request. Currently for monthly
reviews, at the minimum justification is required for each transaction, along with program administrator and agency
verification that the transaction was for a business purpose and was in compliance with all state and agency card
program policies,
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When WORKS Workflow implementation has been completed, a Billing Cycle Purchase Log report will be available
electronically for print. It is an un-editable, PDF, formatted report. The WORKS Workflow system data is generated
at the time of report request with the most current signoff information with the date and time stamp of the approval
captured in the audit tracking along with all documentation which has been scanned to support P-card transactions
and tied to the appropriate transaction. Always ensure that the correct cycle period/dates are entered when
printing the log report. Cycle dates for the program begin on the 6t of one month and ends on the 5t of the
following month.

X. 1099 VENDORS

For this program, 1000 reporting responsibility is assumed by VISA

X.  RECONCILIATION AND COST DISTRIBUTION

Agencies are responsible for developing internal reconciliation procedures to ensure that agencies monthly
statements are reconciled timely and any issues addressed immediately with Bank of America prior to the payment
due date. Reconciliation procedures that ensure timely payment and/or allocation of transactions to the General
Ledger, documenting as
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4. Once all approvals and audits by cardholder approvers have been obtained and forwarded to the agency’s
fiscal office, the agency’s fiscal office must review receipts in the program journal vouchers to correct any
necessary coding changes. All original documentation must then be housed in the agency’s fiscal office.
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7. Miscellaneous charges made to the corporate account must be reviewed, approved and reconciled.
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default. The agency Program Administrator and/or accounting department must take steps to resolve the
items on the report. This should be done prior to receiving the next month’s statement to prevent
reoccurring errors. Cardholders who repeatedly have allocation errors should be counseled and retrained,
if necessary, on the WORKS coding.

LaGov agencies will enter a journal voucher to credit the default account codes and debit the appropriate

GL/Fund/Cost Center, etc., Note: Payment for all LaGov agencies will be made automatically on the 25t
of each month regardless of the status of the reconciliation process.
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All accounts are the direct liability of the State. Each agency is responsible for ensuring all accounts are paid timely
and in full each month with ONE electronic funds transfer (EFT) to Bank of America. The Agency will ensure that
necessary procedures and controls are in place for prompt payment, reconciliation and cost distribution of charges
and credits. Agency specific policies and procedures must be developed. These policies should address required
approvals and authorizing procedures. Copies of this policy must be made available to all program participants and
other personnel responsible for P-Card/CBA.

1. Bankof America will send paper statements and/or an electronic file containing all cardholder transactions.
These files may be used for reporting and reconciliation.

2. The paper statements and the electronic Statement Billing File, when applicable, will be sent after the close
of the billing cycle. Payment must be made electronically to Bank of America within 25 days of statement

billing date.

ISIS INTERFACE AGENCIES

1. The billing cycle for all ISIS Agencies end on the 5th of each month. The Statement Billing File will be used
for ISIS Agencies to create a P3 (P-
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EVP PAYMENTS

Each workday, AFS creates EFTs for the vendor payments scheduled for that day. EFTs payable to vendors
that participate in EVP are sent to BOA for payment via the vendor’s virtual credit card. Journal vouchers
(J5) are created and processed each day to account for the deferred disbursement of cash. The billing
cycle for all ISIS agencies ends on the last day of each month. On the 20t day of the month (or the
immediately preceding work day, if the 20th is a non-work day), information provided by BOA/WORKS
concerning EVP payments that have been drawn by vendors during the billing cycle is used to create journal
vouchers (J5) that reverse the earlier J5s and payment vouchers (P5) that initiate a corresponding EFT
payment to BOA that same day. The P5 documents will override budget checks and cash checks in AFS.
No action is required by ISIS agencies for this payment, unless a P5 document is rejected when processed
by ISIS. Timely correction of rejections will be necessary to insure payment to BOA by the payment due
date on the 25t of the month.
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	All accounts are the direct liability of the State.  Each agency is responsible for ensuring all accounts are paid timely and in full each month with ONE electronic funds transfer (EFT) to Bank of America.  The Agency will ensure that necessary proced...
	The Director of State Travel, or designee, may waive in writing any provisions of these regulations when the best interest of the State will be served.


