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The Current ProCard Program is Changing
New Commodity Card and Travel Cards

On July 1, 2009 a number of changes will be made to the current ProCard Program.  

· The ProCard will become a Commodity only card and travel related merchants will be blocked.  

· The University is providing two VISA Credit Card solutions for University business travel requirements the Travel and Entertainment (T&E) Card and the Departmental Travel Card.  
Travel Expenses, entertainment and meal purchases can be charged to the T&E card. 
· Manual Forms have been Automated; Cash Advance, TAR and Expense Reports

· Travel Expenses Available to Review Online with Use of T&E Card

· Expanded Use of  T&E Card for Foundation and DSO related Expenses
New Cards Available
Commodity Card

The Commodity Card authorizes the Cardholder to make purchases of materials, supplies, services and non-capital outlay (OCO) equipment directly from any vendor when the total dollar value of the purchase is $1,000 or less (including freight).  This card is designed for the individual in the department that is responsible for purchasing goods and services for the department or project.  A Cardholder must be designated as a Departmental Purchaser to continue to use their existing card for commodity purchases. The cards not designated as Commodity cards will be blocked from usage; these should be returned to the Purchasing office.  The expenses of this card will be paid directly by the University.
Departmental Travel Card 
 A departmental travel card will be issued to the individual (Travel Liaison) in each department who makes travel arrangements for job candidates, visiting lecturers, student travel, departmental faculty and staff, and other non-employee related travel.  This card cannot be used for personal travel of the cardholder and cannot be taken with a traveler to the travel location.  This card cannot be used for entertainment and meal purchases.  The Credit Card Solutions manual provides information on how to pay for airfare, conference registration fees, and lodging. The expenses of this card will be paid directly by the University.
Process Improvements   
· FIU can pay travel expenses for non-employees not receiving compensation or individuals receiving  minor honorarium compensation (guest lecturers) and as long as the business purpose is documented, an agreement for services and vendor application is not needed.

· Job Candidates do not have to pay their own travel costs and get reimbursed.

· You will no longer need to get a separate panther ID for travel for non-employees and students.
Travel and Entertainment Card

A new travel and entertainment card will be issued for employee use for travel and entertainment purchases.  The cardholder uses the card to pay for their personal Airfare, Hotel, Registration, Meals, Entertainment, Small and or infrequent purchases  (books, etc.) and entertainment expenses for themselves and others that are within University Policy. The expenses of this card will be paid by the employee with a reimbursement guarantee of 12 days after the expense report is submitted provided the employee has submitted the necessary receipts and the expenses are valid. Previously meal and entertainment expenses incurred had to on the employees personal card.  
Why the Purchasing Card Program was Changed
Best Practice 
· Use of Delivered System Functionality by Using PeopleSoft Modules as Intended 
· Use of a separate commodity card allows the transactions to be loaded in the Purchasing system

Reduction of Costs
· Customization Cost - Eliminated Costly Customizations ($500,000) and Ongoing Reduced System Maintenance Costs 

· Employee Cost – 
· Reconciliation Process is Manual, requiring 2 FTE’s because the System was not Designed to Use as FIU Currently Uses It
· Departmental Personnel Spend a Lot of Time Trying to Acquire Receipts from Cardholders.  There is a Need to Create an Atmosphere where Cardholders are held Responsible for documenting transactions.

· Commodity Cost –  Using a Separate Commodity Card Allows for the Analysis of Data to Secure Preferred Vendor Pricing Agreements 
· Cost of Inappropriate Purchases - Cost to the University of Non Compliance with Travel Policy

Generate Revenue

· Increasing Rebate - Expanded Use of Purchasing Card as a Settlement Vehicle 
Improve Operations and Reduce Risk to the University

· Reduces the Number of Cards Outstanding

· Improves Reconciliation and Audit of Expense Transactions vs. Purchasing Transactions

· Separate Controls Enforced with Access to Each Card
· Allows Payments to Properly be Paid Through AP
· Enhanced Settlement for Specific Amounts in PO
· 1099 Information Captured in AP, Instead of Manual Loads from Current Process
· No Unprocessed Transactions in the Expenses Module
Card Holder Convenience 
· Expand Use of Travel Card for Entertainment Eliminates Need to use Personal Credit Card for University Sanctioned Entertainment
· Reduces cash advances

· Reduces paper processing for transactions, other than travel.
Card Benefits for T&E Card Holder

· Personal credit history is not effected - No credit checks
· Eliminates the need to use a personal credit card for business travel, freeing up personal credit and credit limits

· Includes $500,000 common carrier insurance 

· Includes $1,250 lost or stolen luggage insurance 

· Includes $1,000 hotel/motel theft insurance 

· Includes Collision damage insurance up to the full value of the rental car 

· No Annual fees
· Improvement in processing University travel or entertainment reimbursements

· Transactions are exempt from State of Florida Sales Tax
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