ADDENDUM TO THE INTERAGENCY AGREEMENT FOR
STATE PURCHASING CARD PROGRAM

| hereby certify that | have taken the respongipfior the role of Agency Purchasing Card Coordbdnat

for the . | agrabite by the following terms and conditions,
(Agency/Division Name)

which have been revised from the original agreerdastto policy and processing updates.

agrees to thevfoljoconditions:

(Agency/Division Name)

1. The agency shall designate an Agency Purchasing) Camrdinator to be responsible for the
overall operation of the State Purchasing Card Raragt the agency. The Agency Purchasing
Card Coordinator shall have the authority to erdarompliance with all accounting and
purchasing statutes, regulations, and policiessuee the valid use of all purchasing cards
within the agency, including the ability to caneely card issued.

2. The Agency Purchasing Card Coordinator may destgaatndividual responsible for card
issuance and related issues including, but notduiio, lost or stolen cards, and changes in the
limitations of expenditures placed on individuatdsa The Agency shall obtain a signed State
Purchasing Card Cardholder Agreement from eachcygemployee (cardholder) prior to
issuance of a card and shall maintain a file ofatpeeements.

3. The Agency Purchasing Card Coordinator may destga&urchasing Card Reviewer(s) to be
responsible for reviewing transaction details traitted to the agency by the card company.
The Purchasing Card Reviewer shall ensure thedctins details submitted by the card
company are reconciled at the cardholder detadllamd authenticate the validity of each
transaction. The Purchasing Card Reviewer shalirenall disbursement data entering the
accounting system is accurate, authorized, propeidyed, adequately documented, and that
good(s) purchased through the use of the card rgestved by the agency. The Purchasing
Card Reviewer shall have complete access to alldeatation to support the data entering the
accounting system. The Purchasing Card Reviewadr isimediately follow-up on any
unusual card activity with the cardholder, the AgeRurchasing Card Coordinator, and/or
other appropriate agency officials.

4. The agency shall prepare a State Purchasing Cagid®n Procedure Manual specific to the
agency, and continue to update the manual asesatagulations, or policies are amended.
Agency shall ensure all cardholders receive trgiminor to using the card and that each
cardholder receives a copy of the manual and upddtke manual and updates shall receive
prior approval from OA.

5. Central accounting records shall be maintainec¢@oance with the Cooperative Agreement
on Accounting, Auditing, and Internal Control Adties between OA and the department

6. The agency shall maintain the necessary internatrals and implement recommendations

resulting from audits by OA and/or other independerits of the State Purchasing Card
Program, including the State Auditor.
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ADDENDUM TO THE INTERAGENCY AGREEMENT FOR
STATE PURCHASING CARD PROGRAM

OA agrees to the following conditions:

1. Ongoing information and assistance with the Statetsing Card Program shall be provided
to the agency at the request of the Agency Punsga3ard Coordinator.

2. Assistance with developing policies and procedtoethe individual use of purchasing cards
shall be provided to the agency at the requestefigency Purchasing Card Coordinator.

3. Reasonable advance notice shall be given to the&geurchasing Card Coordinator before

conducting an audit of the agency’s use of thelpasing cards under the program. A report of
the findings of an audit shall be provided to therecy.

Office of Administration:

(Agency/Division Name)

Signature: Date: Signature: Date:

Print Name: Print Name:
State Purchasing Card Administrator Financidicef
Division of Accounting

Signature: Date: Signature: Date:

Print Name: Print Name:
State Purchasing Card Coordinator Agency Puicg&3ard Coordinator
Division of Accounting
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