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OVERVIEW

The Purchasing Card Program has been designeldwofal the direct
purchase of small dollar items through the use @he&ersity credit card.
The intent is to significantly reduce the needdimall dollar purchase
orders, direct reimbursements, petty cash acc@anitperational advances.

All transactions made using the purchasing card imeisefit and support
Montclair State University’s mission of educatioesearch, and public
service. The purchasing card is a privilege tharanted to the cardholder
by the University. Any use of the purchasing cardich is not in
accordance with Montclair State University policasl procedures, will
result in forfeiture of the cardholder’s card amsgibly all of the
department’s cards. Inappropriate use of the isacdnsidered an
unauthorized commitment of University funds and reagd to disciplinary
action. Montclair State University will seek reimsement for any
inappropriate charges made with the card.

Purchasing cards are issued to individual employ@eschasing cards are
not transferable or assignable and remain the propEMontclair State
University and the card provider.

The Program objectives include the following:

Simplify the acquisition of goods and services
Streamline the Purchasing & Accounts Payable psoces
Reduce processing costs

Reduce PO and A/P cycle time

Reduce Purchasing and A/P transaction volume
Increase Purchasing and A/P productivity

Refocus resources to strategic activities

O 0000 Do

INTRODUCTION

Montclair State University has entered into a pasthg card program
agreement with Bank of America . Under this progrBank of America
will provide the University with credit card sereg through the use of the
internationally accepted VISA® credit card. A numbé&unique features
have been developed for this program that doesxst in the traditional
credit card environment.
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This includes real-time card administration andegtion-based transaction
processing. These features help ensure that tdecaaronly be used for
specific purposes and within specific dollar limits

This manual has been developed to provide stepdpyHsstructions for use
of the purchasing card by University staff. In iida to receiving this
manual, new cardholders must attend a Cardholdenifg session that will
review and supplement the information providechis tliocument. The
training will be coordinated by the Procurement®as Department.

The purchasing card is only to be used for Univgisisiness purposes. The
University is responsible for payment of all comapli purchases made with
the card. Charges will then be allocated back ¢éadégpartments. Although
the card is issued in an individual's name, itsdges not affect personal
credit in any way.

If you have any questions about the University Rasing Card Program or
use of the card, contact the Card Administratoth@Procurement Services
Department, John Goscinski at (973)-655-7468 arableth Blades at (973)-
655-4402.

SECTION 1.0 - CARD MANAGEMENT

1.01 Card Eliqibility and Use

The department’s fiscal agent shall designate peedavho are authorized
to use a purchasing card for departmental purchasgsods and services.
All authorized cardholders shall receive and comply the Purchasing
Card Policy and Procedures documents.

The individual whose name is on the card is thg pelson authorized to
make purchases using that card. The cardholdérfshaw proper
procedures specific to their department in ordertaain authorization to
make a purchase.

In general, the cardholder is responsible to detesriinat the price quoted
for a product or service is the best price thatlwaobtained. Many items
are available through current University contraxtstate contracts. The
cardholder may contact the Procurement ServicesiDapnt for special
pricing contracts.
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The cardholders are encouraged to use Small Bssises

Before ordering with the purchasing card, the caldiér should be certain
that the total amount, which includes shipping haddling charges, will not
exceed the single purchase limit on the card. @aplit a transaction into
smaller amounts to avoid dollar limits placed oa tard.

Acceptable purchases shall include the following:
» Office Suppliecurrently contracted with W.B. Mason (see Section
1.12)
» Educational Supplies
* Printing Supplies/Business Cards
» Software-shrink wrapped
» Subscriptions
* Housekeeping Supplies
* Maintenance Supplies
* Vehicular Parts & Repairs
» Computer Accessories (eg:: mouse, keyboard, CD’s)

1.02 Restrictions & Control

The purchasing cal@HALL NOT be used for the following items:
» Professional Services
» Desktop and Laptop Computers
» Large Network Printers
» Consulting Services
* Chemicals (unless specifically designated for ckepamt)
» Controlled Substances (gases, radioactive, alcohol)
» Construction/Renovation services
» Travel and Entertainment
» Gift Cards and Gift Certificates
» Lottery Tickets
* [Institutional & Individual Professional Memberships
* Apple I-Tunes Products
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There are electronic blocks in each card profilehey will not work at the
following locations:

» Cash machines

* Restaurants

e Liquor Stores

* Drug Stores

* Grocery Stores

» Catering Services

* Doctor’s Offices

» Car/Van Rentals

* Hotels

» Paypal

* Ebay

1.03 Application Process

The Procurement Services Department recommendthikahanual be read
in its entirety by the Department head and thetuader before a request for
a purchasing card is made.

The cardholder must complete and sign the Purch&3amd Account
Application form and the Purchasing Cardholder A&gnent. The
Purchasing Card Account Application form establsstiee Financial
Reporting System account, the purchase limits hadlepartment head for
each cardholder. By signing the Purchasing Cadi#ndhgreement, the
cardholder agrees to comply with Montclair Statevdrsity Purchasing
Policies and Procedures.

When the department head authorizes a cardholdgistiould contact the
Purchasing Card Administrator to process the cppliation. The Card
Administrator is available to answer questions pravide assistance in the
application process.

Once cardholder training is complete and the PwinlgaCard Account
Application and Cardholder Agreement are signexird will be issued.
Immediately upon receipt of the purchasing card,dfwrdholder must sign
the back on the card in the space provided. Télsshto prevent
unauthorized use.
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1.04 Spending Limits

Single Purchase Limit: Maximum of $1,000.

Each purchasing card transaction, regardless ofuh#er of items ordered,
will be limited to $1,000. The Single Purchase itisthe maximum total
amount for each individual purchase transactiohe ffansaction shall not
be split into smaller amounts to avoid dollar lenih place on the card.

The maximum monthly credit limit will be limited t%5,000.00

1.05 Card Security/Liability

Cards must be diligently safeguarded. It is tlspoasibility of each
cardholder to know where the card is at all times.

In case of loss, theft or misappropriation of thedcaccount number,
iImmediately contact Bank of America at (888)-44%-22even days a
week/24 hours a day. If the bank is notified iy €nd of the month
following the month in which the fraudulent chargesur (this is called the
notification period), the fraudulent charges wil Wwaived by the bank.
However, if Bank of America is not contacted withine notification
period, fraudulent charges could become the ligtoli the cardholder’s
department, or if denied by the department, tHalitg of the cardholder.

The cardholder will not be liable for the unautzed use of a stolen card by
a third party as long as the card is reported stei¢hin 24 hours of when
loss is detected. The Cardholder must also ndt#yRurchasing Card
Program Administrator and the cardholder’s supervabout the lost or
stolen purchasing card. The notification shoutdude the date the
cardholder first discovered the card missing aredcthcumstances of the
theft, loss or misappropriation. In the eventd¢bedholder has not notified
the Card Provider, the Purchasing Card Program Awtnator shall
terminate the card immediately.

When the monthly statement is received, the caddéinohust notify Bank of
America of any unauthorized charges by completidgspute item form.
The dispute form must be faxed to the Purchasing €eogram
Administrator, who will in turn forward it to Bangf America.
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Through prompt reconciliation, reconcilers may Ihe first to become aware
of fraudulent charges, and should notify the caldiéroand Bank of
America.

It is strongly suggested that, if a cardholder $idrd use to be extremely
infrequent, they turn in their card for cancellatiar storage in some secure
central location within the department, to preMess of the card.

For reference, the toll free number that the cda#ranay use to reach the

Bank of America Customer Service staff at (8889-2273. seven days a
week/24 hours a day.

1.06 Card Activation

Upon receipt of the card, the cardholder is instruted to call a toll-free
customer service number to activate the card. ThBank of America
customer service system is automated, and the cardllder activates the
card by entering a four digit PIN (Personal Identification Number.)
The PIN number is listed on the MSU P-Card Applicaion Form and is
assigned by the cardholder. It can be any four dignumber. Please do
not use any part of a cardholder’s social securitphumber.

1.07 Card Renewal

The Purchasing Card will be automatically renewefble the expiration
date. Each card holder will be notified to pickthpir new card and sign for
it. Cards will not be sent via interoffice mail.

1.08 Cancellation

Upon termination of employment or transfer to aeotthepartment, the
cardholder must return the purchasing card to épadment head. The
department head must notify the Purchasing CargrBno Administrator by
submitting a Cardholder Maintenance Form. The IRasing Card
Administrator will then deactivate the card throlylorks ™.

The Purchasing Card Program Administrator may edgaire that a
cardholder turn in their purchasing card in caseisuse and/or fraud. In
addition, department heads may require cardhotddrgn in cards for
cancellation based on criteria they determineHertown departments.
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1.9 Card Changes

If a cardholder needs to make changes to namegssldrhone, or account
numbers, use the Cardholder Maintenance Form ar &em®-mail to the
Purchasing Card Program Administrator.

1.10 Assignment

Purchasing cards may not be transferred or assignaitiers. All
purchasing cards are the property of MontclaireStativersity and the Card
Provider.

1.11 Unauthorized and/or Inappropriate Card Use

The purchasing card must never be used to purctesse for personal use
or for non-University purposes, even if the Cardeolintends to reimburse
the University.

A Cardholder who makes an unauthorized purchagetivd purchasing card
in an inappropriate manner will be subject to giboary action including
possible card cancellation, termination of emplogtreg Montclair State
University and criminal prosecution.

1.12 Office Supply Purchases

MSU has contracted with an office supply vendorrently W.B. Mason,
for office supply purchases. This enables MSUetdize greater savings
then utilizing non contracted vendor®ffice supply purchases from
vendors such as, Office Depot, Office Max and Stegs are not
permitted and doing so will result in the cancellabn of P-card
privileges.

SECTION 2.0 — ORDER MANAGEMENT

General Instructions

Purchases of appropriate items using the purchasirlgmay be made from
any supplier who accepts the VISA® card. To recapplicable discounts,
if any, be sure to inform the supplier that yourghase is for Montclair
State University. Notify the supplier that the phase is exempt from New
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Jersey State sales tax, use tax and Federal ¢axis€rovide the supplier
with Montclair State University’'s New Jersey ExciSeemption Certificate
NumberNo. 22-75-0050K(printed on the card) or a copy of theempt
Use Certificate Form ST-4if requested. A copy of this form is available
by calling the Procurement Services. The card artdétax-exempt
certificate may not be used for personal purchases.

Please NoteThe supplier must ship ordered material beforg thkany
costs to the University under your card - billirigs partial or back orders
are not permitted.

Instruct the supplier NOT to send Accounts Payabla separate invoice
Verify the total amount to be charged with the digop

Be sure to have the supplier identify and lischtirges related to the
transaction that will be charged prior to signingharge slip or authorizing
the purchase by telephone. Any charges for shipfihgndling must be
separately identified from the price of the itenmigepurchased prior to
signing the purchase slip or authorizing the tratisa by phone.

2.01 In-Person Orders

The Cardholder may use the purchasing card atughalisr’s place of
business. The Cardholder must inform the supgtiatr the purchase is for
Montclair State University and that the Universgyexempt from sales tax.

The credit card receipt or merchant receipt muesrty itemize the
merchandise. The Cardholder needs to retain alptcand submit them
along with the monthly statement to Department Head

2.02 Phone Orders

The purchasing card may be used to place ordersioeghone.
Cardholders must provide the supplier with theolelhg information:

* Purchasing card number

* Expiration date

e Quantity

» Description of goods to be ordered

» Delivery of goods must only be to the University
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In addition, the cardholder must request that@mized invoice be sent with
the shipment.

The cardholder must inform the supplier that theepase is for Montclair
State University and that the University is exefnptn sales tax.

The Cardholder is required to record all informatem the monthly
“Telephone Log”form, which can be created on an excel spreadsheet.

Each order is to be listed as a separate transaamicd each item purchased
as a part of that transaction must be identifigehsgtely. Any shipping
charges are to be included in each line totathdfsupplier refuses to waive
the state sales tax, make a note on your Telepbone Please see attached
telephone activity log sample.

All receipts or additional supporting material sliblbie attached to the
telephone activity Log.

Each log may include transactions not yet billedi®ybank. This results
from a time lag between the closing of their bdlicycle and the receipt of
bills. It is recommended that each departmentrceaabilled transactions
into the next billing cycle log in an effort to mé&ain records that parallel
the bank’s records.

2.03 Internet Orders

Cardholders must follow guidelines set by the Precwent Services
Department and their respective departments whé&mignénternet
purchases.

If you are supplying your card number via the Inegy be sure the site is
encrypted in an acceptable manner. If the caranagdnot comfortable
entering the card number on the Internet, some aarap provide the option
of following up the order with a card number vikefgone.

As with other purchases, the cardholder is ultitgatesponsible for
purchases made with their card and is responsibledtermining whether
an Internet site is the most appropriate methadake a given purchase.

2.04 Invoices, Receipts, Packing Slips & Monthly 8tements
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All documentation including, but not limited to ceapts, packing slips,
invoices and monthly statements must be retaingteadepartment level
and are subject to random audit by the Universaptéller’'s Office.

2.05 Billing Information

When placing a phone order, the cardholder must tigir MSU
department billing address to the supplier. Thdlalder must emphasize
to the supplier to send the sales receipt to tpard®ent’s billing address.
Instruct the supplier NOT to send Accounts Payabla separate invoice.

2.06 Delivery Instructions

Cardholders shall provide the supplier with dethitestructions for delivery.
If the cardholder has arranged desktop delivergdgare to be shipped
directly to the department.

All other shipments are to be sent to Central Raxegi It is imperative
that goods shipped to Central Receiving have thedividual’'s name,
department and address on the packing listUnless the transaction
occurs at the point-of-sale (i.e., pickups), alpping costs (UPS, FedEx,
etc.) must be prepaid. The supplier should idertify shipping and
handling costs to be added to the transaction atndbe cardholder shall
retain receipts and other documentation for reé@aeping and
reconciliation purposes.

2.07 Damaged Goods, Returns, Credits

It is the cardholder's responsibility to follow apd obtain a credit for any
recoverable amounts due to damaged or returnedsgood

When goods are returned through no fault of thelserp the supplier may
charge a restocking fee. If this occurs the reshgckharge should be noted
on the monthly telephone log to reconcile the chavgh the monthly
cardholder statement.

If an item is damaged, defective and needs to toerred, the cardholder

should contact the supplier to explain the probée reach a satisfactory
resolution.
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Cardholders must prepare a shipping order foretlirns/exchanges of
merchandise purchased using a purchasing carcurBecindicate on the
shipping order this was a credit card purchasestaté the credit due for the
returned item. If the supplier provides a mataeélirn authorization
number, be sure to include that number on the sigpgrder. A copy of the
shipping order must be kept with the monthly tetaphlog to verify return
and show the credit amount to be provided by tipplser.

2.08 Dispute Resolution

Items that appear on the monthly Purchasing Catdrsent may be
disputed with Bank of America within 60 days afite® Purchasing Card
statement’s closing date.

Before submitting a “Dispute Form” to Bank of Aneaj the cardholder
should consider contacting the supplier direcMost suppliers would
prefer to resolve the problem themselves and dimgvio provide credits.
If the Cardholder does not recognize a charge lamgupplier is not willing
to resolve the problem, the cardholder should pthngubmit a “Dispute
Resolution Form” form to the Purchasing Card Adstiator, who will in
turn sign it and forward to Bank of America for @stigation. The
transaction must also be marked as disputed ikibiks ™ programAll
fraudulent charges must be disputed with the bank.

2.09 Sales Tax

As previously detailed in Section 2.0 — Order Maragnt, Montclair State
University is exempt from paying sales tax on passs of goods and
services. It is essential that departments magplieus aware of Montclair
State University’s tax exempt status. Accordinglyppliers should not bill
sales tax. In the event sales tax is charged lopplier and appears on a
cardholder’s statement, the cardholder should tia&éollowing steps:

» Contact the supplier and request that a credirbegssed for the
amount of the sales tax charged.

* Maintain written records of contacts with suppliezgarding credits
for sales tax.

» |If the supplier refuses to issue a credit or da#sssue a credit within
the next billing cycle, please notify the Purchgstard Program
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Administrator of the situation. However, if therdholder is
unsuccessful in obtaining reimbursement by the ggntlis then the
cardholder’s responsibility to reimburse MSU.

2.10 Lost Merchandise

If the ordered product has not been received, cottia supplier and inquire
when the product was shipped, by what carrier, U€S, FedEx, US Mall,
etc.) and to what location.

If there is no record of the delivery, request@opiof delivery from the
supplier. In the event the supplier cannot suppbof of delivery, the
supplier should acknowledge that no product wasadlgtdelivered. A
decision must then be made to either ship the ptaslhucredit the account.

If resolution cannot be reached with the supptlez,cardholder must
complete and submit a Dispute Resolution Form ¢écRttarchasing Card
Administrator, who will review and sign it beforergling it to Bank of
America for investigation. Bank of America Tinansaction must also be
marked as disputed in the Works ™ program.

SECTION 3.0 ROLES AND RESPONSIBILITIES

3.01 Cardholder

» Safeguards Purchasing Card.

* Reports lost or stolen cards immediately.

» Complies with all University procurement and apglile polices
relating to the use of the card.

» Completes the required forms for each transaction.

* Receives documentation such as monthly statenesdipts, packing
slips, etc. and maintains in a pending file utd transaction has been
completed and reconciled.

* Reconciles and signs off on transactions postéaetdVorks ™
program .

» Assures that correct Financial Reporting Systen@aats/object
codes are used on transactions.
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* Reviews and resolves discrepancies.

» Receives and forwards all order documentationeéadtpartment
head.

* Reviews account statements. Reports any discrggsatacdepartment
head.

* Resolves any discrepancies directly with the seppli

3.02 Bank of America

» Receives purchasing card charges.

* Maintains accessibly on a secure website for doadiftg of monthly
statements by MSU Accounting Office.

* Marks downloaded files so they cannot be downloagdn.

* |ssues purchasing cards.

» Changes information in cardholder’s accounts asired.

» Cancels purchasing cards immediately upon reque¢segurchasing
card program administrator.

* Notifies purchasing card program administratormf auspected
fraudulent use of a card.

3.03 Finance/Accounts Payable

* Downloads monthly summary bill from Bank of Amergavebsite.

* Works with departments to reconcile all data.

* Processes for payment the summary bill from Bankroérica on
specified billing cycle.

» Export file from the Works ™ software applicatiomdafeed to the
FRS system.

» Conducts post audit as required.

3.04 Purchasing Card Administrator

» Receives card applications from departments thbm#s them to
Bank of America .

* Receives cards from Bank of America . Issues dardardholders
after training.

» Schedules training for each department/unit fodlscalders and
approvers

* Maintains/Updates Purchasing Card User Manual.

» Issues cards to cardholders and/or department heads
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* Reviews transactions and cardholder activity camypds.

» Reviews activity with suppliers, including smallimarity and women
owned

» Helps resolve transactions that cannot be recahcile

» Tracks card expiration dates and issues replacecaets.

» Tracks termination or transfer of cardholders.

» Cancels cards as required.

» Access to all purchasing card accounts.

* Issues renewed cards to existing cardholders asreeq

» Conducts post audit in coordination with Accounting

3.05Fiscal Agent

* Interacts with the Purchasing Card Administrator.

* Enforces internal department policies and procedure

* Monitors department card activity.

» Submits maintenance forms if cardholder’s usageates need for
dollar limit changes.

* Maintains copies of cardholder applications, age@sand card
numbers.

» Forwards applications and agreements to the Punth@srd
Administrator.

» Serves as department contact for lost or stoleascar

» Assists with disputed charges that cannot be reddby the
cardholder.

* Provides internal training.

» Responsible for storage of infrequently used pusicigacards.

» Collects Purchasing Cards from terminated emplayees

* Reviews transactions.

» Assures that correct accounts/object codes have umsssl.

* Maintains archived purchasing card documents fditguurposes, in
compliance with The Records Retention policy.

SECTION 4.0 FINANCIAL REQUIREMENTS

4.01 Billing Cycle

Once per month, Bank of America will post a summniahyto their website
for downloading by MSU Accounting. In addition.chacardholder will
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receive an electronic statement via e-mail of theaount detailing all
charges billed during the previous 30 day billiygle.

The University's 30-day billing cycle ends on thghlof each month and
cardholder statements are mailed within 5 workiagsdafter the end of the
billing cycle.

The cardholder statement will contain the transactiate, supplier name,
and the total amount charged for each transactemterby the cardholder
during that billing cycle. There will not be angiih descriptions or a
breakdown of the cost of individual items.

4.02 Payment Process

The summary bill downloaded by Accounting from BarfiliAmerica each
month covers all card activity for all cardholddrging the 30 day billing
cycle. A Financial Reporting System default acecaowmber will be
designated for all cards.

Accounting will pay the monthly University statemer upon receipt
from Bank of America regardless if the cardholder las reconciled their
transactions or not.

4.03 Reconciliation

Cardholders are responsible for the transactiozistiiied on their statement.

When the cardholder’s monthly account statemergdsived, the following
steps should be taken:

1. Review the Statement for accuracy.

2. Attach copies of the sales receipts and suppodoogimentation to
the statement. This includes credit receipts dturns.

3. Itis the responsibility of the department to mainain records for
audit purposes. Resolving errors and disputing problems with
merchandise delivery or incorrect billing may oconally arise. It is
the cardholder's responsibility to initiate acttorresolve all such
Issues.
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4. Cardholders should contact the supplier directlsesolve problems
with merchandise, services or billing issues.a tiredit is issued, it
must be to your purchasing card accolumder no circumstances
should there be a direct cash refund to the cardhder from
suppliers for purchasing card transactions.

5. If a cardholder is unable to resolve the probleradally with the
supplier, the cardholder should notify the BanlAaoferica of the
error or problem. A special dispute form and ingians are included
on the reverse side of the monthly statement far yeference.

4. 04 Approval Cycle

Statement reconciliation should be complete withifive (5) working

days after receipt of the cardholder’s statement.Copies of the telephone
log with receipts attached, the cardholder’s statdrsigned on the reverse

side and all supporting documentation are to bengitdd to the department

head for approval and verification. Once approviee department head will
maintain a file for post audit.

SECTION 5.0 DATA MANAGEMENT

5.01 Data Capture

Purchasing Card activity data shall be availablenoversity authorized
personnel within 24-48 hours of supplier postifidne data will be available
for downloaded as a text file and may be imported Microsoft Excel or
other similar software applications.

5.02 Management Reports

The following reports will be generated by the Wsdpplication:

* Employee — Available Limit

» Employee — Cardholder Profile
» Employee — Delinquency

» Transactions — Details

* Transaction — Summary

* Departmental — Details

* Departmental — Summary
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* Monthly Statement
Only authorized personnel designated by the Unityensll have access to
these reports on a 24/7/365 basis. These repertpacific to your card
and/or department.

5.03 Ad-Hoc Reports

The Works application will permit University autlwed personnel to make
changes to the report data fields and to develdgiadal recurring reports.

5.04 Audit Requirements

The Purchasing Card Program Administrator and thetiGller's Office will
review various reports provided by Bank of Amerecaa monthly and
guarterly basis to ensure that purchasing cardegiaes are being properly
followed. In addition, each month random auditsafd statements and
cardholder activity logs will be conducted.

The primary purpose of an audit is to ensure appmatgpexpenditure of
funds under this program. Findings of failure ba part of a cardholder to
properly implement and follow stated proceduresufse of the purchasing
card may result in revocation of card privilegestfat cardholder as well as
disciplinary action.

A secondary purpose for conducting audits is totifleopportunities for
improvement within the credit card program.

Auditing may consist of the following:

» Verification of cardholder supplied informationg(i. transaction log
and supporting receipts to card company record)

* Review by the Montclair State University Internaldit Program.

5.05 Record Keeping

To facilitate reconciliation and approval of themtidy cardholder statement
of account, it iIIMANDATORY that the cardholder obtains and retains
supplier documentation for purchases made in pessconducted by
telephone/Internet. Examples of supplier documantatre:
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* Itemized supplier sales receipts
» Itemized packing slips with itemized prices
» Credit card charge slips with itemized descriptdproducts
purchased
If a cardholder orders subscriptions a copy of ofdiam will suffice as a
receipt.

Maintenance of the monthly telephone log is MANDAR®Ofor all
cardholders. This telephone log acts to simplifgt &acilitate the required
monthly statement reconciliation previously desadib A sample of the
monthly Telephone Activity Log is posted to the &rmement Services
website under the sections “Forms.”

5.06 System Administration

The Purchasing Card Program Administrator will hageess to the
system’s administration features to add/changeteleledate cardholder
profile information. Cardholders will have restadtaccess to view data,
review and reconcile transactions. Department hedltlbave access to
review, reconcile and approve pre-purchase reqsasbtsitted by the
cardholder. The Purchasing Card Program Adminatnaill not have
access to a purchasing card and cannot make peschader the program.

SECTION 6.0 SUPPLIER MANAGEMENT

6.01 Supplier Enrollment

Bank of America is responsible for enrolling suppii

6.02 Data Level Hierarchy

Supplier purchase information will be made avadgatol comply with
reporting requirements by the University. Differ&vels of data that can
be captured include:

* Level I: Standard financial information present on all dredrd
transactions.
1. Transaction date
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2. Merchant Name

3. Card/Account Number

4. Total Dollar Amount

5. Merchant Category Code

6. 1099 and 1057 code

7. Accounting/cost center code

Level ll: Level | plus additional information about eachghase:

1. Sales Tax Amount — if applicable
2. Customer Reference ID (CRI)

* Level lll: Levelll plus additional full line details:

Freight Amount
Product Description
Unit Cost

Ship to Zip Code
Quantity Purchased
Discount Amount
Destination Zip Code

Nook~whE

6.03 Supplier Classification

Purchasing card transactions with Small Businesisal be captured. Bank
of America will identify these purchases and prevaddetailed report
identifying dollar spends per classification onuaderly basis.

6.04 Supplier Reports

The following reports of supplier purchases willrhade available. The
frequency of the reports will be on a monthly basidess otherwise
specified. The reports will provide volume andldo&ctivity at the
summary and detail levels.

Commodity Code (Object Code)

Supplier Category (Merchant Commodity Code)
Supplier Name

Supplier Classification (Quarterly)

Key Supplier (University Contracts)

akrwnPE
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