INTERAGENCY AGREEMENT FOR
STATE PURCHASING CARD PROGRAM

This agreement between the Office of Administrafior) and the

(Agency/Division Name)
is for the purpose of implementing a State Purctip€iard Program for a more efficient, cost-effeztivethod
of purchasing and paying for goods and centralizgagk! desk services within established limits.e Bgency
accepts full responsibility to review State Pureh@<Card statements ensuring each purchase incluuéuae
statement is for official state business only,aggble from the appropriations of the agency, aness than
$1,000 unless an exception has been granted lagdmey and is supported by card usage. Cardholdethly
statements shall be submitted for payment as iddalitransactions and shall not exceed $3,000 siales
exception is approved by the agency and is supposteard usage. All cardholder single transadiioits
and/or monthly cycle limits of more than $25,000stmeceive approval from OA Division of Accountinghe
agency understands that it is solely responsililariy fees or interest assessed against a cafailfoe to make
a timely payment.

The agency understands the conditions containgdsragreement and policies and procedures edtedlisy
OA are intended to set a minimum level of standardscontrols relative to the State Purchasing @aodram.
It is the responsibility and duty of the agencyledermine whether such conditions and policies lshioe:
complemented with more stringent guidelines for afstae cards by agency employees.

This agreement is effective as of the last dateesigon the signature page at the end of this agnetenT his
agreement may be terminated by either party upioty thays written notice. OA may terminate thigsegment
by written notice if OA determines in its sole distion that the agency has failed to comply witi saxm or
condition of this agreement.

agrees toltbeihg conditions:

(Agency/Division Name)

1. The agency shall designate an Agency Purchasing) Caordinator to be responsible for the overall
operation of the State Purchasing Card Prograimeaagency. The Agency Purchasing Card
Coordinator shall have the authority to enforce glismce with all accounting and purchasing statutes
regulations, and policies to ensure the valid dsel purchasing cards within the agency, includihg
ability to cancel any card issued.

2. The Agency Purchasing Card Coordinator must detggnéackup coordinator responsible for card
issuance and related issues including, but notduiriio, 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 eachcggemployee (cardholder) prior to issuance of a
card and shall maintain a file of the agreements.

3. The Agency Purchasing Card Coordinator may destgad&urchasing Card Reviewer(s) to be
responsible for reviewing transaction details tnaitted to the agency by the card company. The
Purchasing Card Reviewer shall ensure the tramsadgtails submitted by the card company are
reconciled at the cardholder detail level and antibate the validity of each transaction. The
Purchasing Card Reviewer shall ensure all disbugséata entering the accounting system is acgurate
authorized, properly coded, adequately documeatedithat good(s) purchased through the use of the
card were received by the agency. The Purchasang Reviewer shall have complete access to all
documentation to support the data entering theustow system. The Purchasing Card Reviewer shall
immediately follow-up on any unusual card activitith the cardholder, the Agency Purchasing Card
Coordinator, and/or other appropriate agency @flsci
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4. The agency shall prepare a State Purchasing CagidPn Procedure Manual and continue to update
the manual as statutes, regulations, or policiesarended. Agency shall ensure all cardholdesswec
training prior to using the card and that each lealder receives a copy of the manual and updatas.
manual and updates shall receive prior approvah {@A.

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

6. The agency shall maintain the necessary intermdtals and implement recommendations resulting
from audits by OA and/or other independent audith® State Purchasing Card Program, including the
State Auditor.

OA agrees to the following conditions:

1. Ongoing information and assistance with the StatelRsing Card Program shall be provided to the
agency at the request of the Agency Purchasing Caoddinator.

2. Assistance with developing policies and procedtoethe individual use for the cards shall be pded
to the agency at the request of the Agency Punahd3ard Coordinator.

3. Reasonable advance notice shall be given to thedygeurchasing Card Coordinator before

conducting an audit of the agency’s use of thecardier the State Purchasing Card Program. Atrepor
of the findings of an audit shall be provided te #gency.

Office of Administration:

(Agency/Division Name)

Signature: Date: Signature: Date:
Print Name: Print Name:

Commissioner of Administration Agency/Divisiornréctor
Signature: Date: Signature: Date:
Print Name: Print Name:

Director, Division of Accounting Financial Offic
Signature: Date: Signature: Date:
Print Name: Print Name:

Director, Division of Purchasing and
Materials Management
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