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Section 1. General 
 
The purpose of this policy is to establish the responsibilities, controls and authorizations for the 
application, issuance and processing of the Procurement Card (P-Card) Program for the employees of the 
City of Monroe. All purchases should follow the same rules and guidelines set forth in the City of Monroe 
Purchasing Policy. The following policy and any accompanying procedures establish the minimum 
standards which must be adhered to and monitored when making purchases using a P-Card. Individual 
department directors must monitor, and may impose more stringent or additional guidelines within their 
department. At no time should a city issued purchasing card or credit card be used for personal purchases 
regardless of the circumstances. Utilizing the purchasing card or credit card for personal use or for any 
item or service not directly related to such official’s public duty may result in disciplinary action including, 
but not limited to, felony criminal prosecution. All purchases utilizing a government purchasing card or 
government credit card must be in accordance with these guidelines and with state law. 
 
It is the policy of the City of Monroe to control and monitor all purchases of products, goods and services 
through the use of a Procurement Card as stated in this policy. All purchases shall follow strictly developed 
guidelines set forth in the Purchasing and Procurement Card Policy, and be within acceptable funding 
through previously approved budgets. All purchases use the Procurement Card are to be administered by 
the following: 
 
Section 2. Definitions 
 
Authorized User – employee with written consent by a Cardholder to use a specific City of Monroe 
Procurement Card. It is recommended that each authorized user sign a Procurement Card Agreement 
Form prior to any use of the Procurement Card. 
 
Cardholder – an employee who is assigned an individual Procurement Card for use to execute transactions 
on behalf of the City of Monroe by his/her Department Director. 
 
Card Issuer – issuing bank servicing the Procurement Cards to City of Monroe employees. 
 
Department Procurement Card Liaison – Department Director or his/her delegate who is responsible for 
overseeing the Procurement Card Program within his/her Department. 
 
Procurement Card Administrator – employee of the City of Monroe charged with review and approval 
authority for the Procurement Card Program. 
 
Procurement Card Agreement (Form A) – agreement signed by the Cardholder and Procurement Card 
Administrator that outlines the responsibilities and duties regarding the use of the Procurement Card. 
 
Single Purchase – A single transaction is defined as one or more items purchased from the same vendor 
at the same time on the same day.  Any intentional circumvention of this policy including split purchases 
is strictly prohibited. 
 
 
Section 3. Roles and Responsibilities. The following section provides the different roles and subsequent 
responsibilities of each of those roles as it pertains to the City of Monroe Procurement Card Program: 

 



A. Department Directors. Department Directors are responsible for insuring that all expenditures 
incurred by his/her department comply fully with the requirements of this and other policies or 
procedures adopted by the City of Monroe. The Department Director is responsible for approval 
of all transactions authorized on Procurement Cards to his/her assigned department. The 
Department Director is responsible for the actions of designated Department Procurement Card 
Liaison for his/her department. The Department Director directly or through the designated 
Department Procurement Card Liaison expressly authorizes individual cardholders and 
establishes individual cardholder credit limits, to then be approved by the Procurement Card 
Administrator. 
 

B. Employees/Cardholders. Employees or Cardholders are responsible for record keeping and the 
weekly transactions including obtaining and submitting receipts for the purchases with each 
week’s online statement. The Cardholder of a Procurement Card must sign the Procurement Card 
Agreement (Form A) in order to be issued the card. This agreement must be on file with the 
Procurement Card Administrator. The cardholder is also responsible for timely submission of the 
original detailed receipts to the Department Procurement Card Liaison no less than weekly.  
 

C. Procurement Card Administrator. The Procurement Card Administrator is responsible for issuing 
and managing the Procurement Card Agreements. Procurement Card Agreements must be signed 
by the Employee/Cardholder prior to the issuance of the Procurement Card. The Procurement 
Card system tracks the cardholder name, date issued, card number and spending limits. The 
Procurement Card Administrator will only grant system access to Authorized Users who are 
assigned responsibility for keeping track of the Procurement Cards issued. The Procurement Card 
Administrator is also responsible for training all Department Procurement Card Liaisons and 
holding Procurement Card meetings to update current cardholders of any changes to the 
Procurement Card Program. 

 
D. Department Procurement Card Liaison. The Department Procurement Card Liaison must review 

the charges, credits and returns for all the Procurement Cards assigned to the responsible 
Department. Additionally, the Department Procurement Card Liaison must review the supporting 
documentation submitted by the Cardholder to assess the validity and completeness of the 
transaction as well as compliance with this policy, the Purchasing Policy, and other applicable 
policies or procedures. Any lack of documentation or support must be communicated 
immediately to the Cardholder and resolved in a timely manner. The Department Procurement 
Card Liaison is responsible for the approval of periodic transactions posted in the Procurement 
Card system. The Department Procurement Card Liaison is also responsible for coordination, 
instruction and guidance for all Cardholders under their supervision. Any misuse of the 
Procurement Card must be reported in written form to the Department Director. 

 
E. Finance Department. The Finance Department is responsible for reconciling the Procurement 

Card statement received directly from the bank to the Procurement Card entries entered in the 
system and approved by the Department Procurement Card Liaisons. Any disputes or 
discrepancies must be investigated immediately and resolved. The Finance Department will only 
grant system access to Authorized Users who are accountable for general ledger coding of the 
Procurement Card transactions. 

 
F. Finance Director. The Finance Director is directly responsible for auditing the City of Monroe 

Procurement Card program. All violations will be addressed with the offending Cardholder’s 



Department Director and Department Procurement Card Liaison. Violator’s Procurement Card 
accounts can be deactivated, reimbursements enforced and/or face termination. 

 
Section 4. Procurement Card Program Control. The following provides information detailing the control 
and conditions with which the Procurement Card Program is to be administered: 

 
A. Safekeeping. Access to the Procurement Card Program system’s database is restricted to only 

authorize personnel and any misuse is strictly prohibited and will be subject the employee facing 
immediate termination and possible prosecution. The Procurement Card is the property of the 
City of Monroe and as such should be retained in a secure location. 
 

B. Authorization. The Cardholder is solely responsible for all transactions. Delegating the use of the 
Procurement Card is permissible only to Authorized Users. It is required that each Authorized User 
read and sign a Procurement Card Agreement Form, prior to usage of the Procurement Card. 

 
C. Card Cancellation. All cards must be immediately cancelled when a Cardholder terminates 

employment with the City of Monroe or assumes another position that does not require the use 
of the Procurement Card in that department. The Human Resources Department notifies the 
Procurement Card Administrator weekly upon employee termination(s) or transfer(s). The 
Department Procurement Card Liaison must obtain the Procurement Card from the Cardholder, 
cut and return the Procurement Card to the Purchasing Division. If any employee is taking a leave 
of absence, then the Procurement Card should be placed on an “inactive” status during the leave; 
via notification to the Procurement Card Administrator. The Procurement Card may be 
reactivated upon the Cardholder’s return only upon written request from the Cardholder’s 
Department Director. 

 
D. Dollar Limits. The Procurement Card may have up to a maximum initial limit of $10,000.00 unless 

otherwise approved higher by the Purchasing Card Administrator. A single transaction is restricted 
to limits as outlined in the Purchasing Policy approval limits. A Department Director may authorize 
individual cardholders with credit limits and single transaction limits lower than the standard 
limits. Any request to raise the limit must be submitted in writing from the Cardholder’s 
Department Director to the Procurement Card Administrator for review and approval by the 
Finance Director. 

 
E. Procurement Card Use. Allowable uses for the Procurement Card will generally be goods and 

services within a Department’s delegated authority granted by the Purchasing Policy for which 
the Purchasing Division has not already obtained competitive pricing. Check with your 
Department Procurement Card Liaison for clarification on any purchase prior to the transaction. 

 
F. Excluded Usage and Charges. No set of policies can contemplate or list every possible scenario. 

This list should be used as a guide, not authorization for purchase if not represented in the 
examples provided. 
1. Alcoholic beverages of any kind. 
2. Personal vehicle charges. 
3. Gifts, tickets or other personal items for any employee or their family members. 
4. Long term leases or equipment rentals. 
5. Meals unless specifically related to City sponsored events or exceptions as approved by the 

City Administrator. 



6. Property leases including short term or long term storage. 
7. City authorized cell phone payments. 
8. Employee classes not related to their employment with the City of Monroe. 
9. Sales Tax. 
10. Any purchases made for grant funded projects require Finance Department approval prior. 

 
Check with your Department Procurement Card Liaison prior to the purchase if you have any 
questions about whether a charge is valid or not allowed under the Procurement Card Program. 

 
G. Receipt Documentation. All charges on the Procurement Card require an original detailed receipt 

from the vendor as support for the transaction. If the charge is invoiced to the Cardholder, then 
the invoice should be sent directly to the Cardholder’s responsible Department. Receipts must 
include at a minimum: 1) vendor name, 2) amount, 3) date of transaction, and 4) description of 
the items purchased. Receipts that do not include this minimum documentation are not 
acceptable. 
1. All travel and event purchases charged on the Cardholder’s account must adhere to the terms 

outlined by the City of Monroe Travel Policy. 
2. All transaction forms and supporting documentation must adhere to the Georgia Record 

Retention Policy. This documentation must be available for audit and review for seven (7) 
years after the date of purchase. 

 
All receipts will be scanned into a PDF format and attached to the transaction in the Works 
program. This must be completed prior to the final approval of the transaction by the Finance 
Department. Departments will then attach the receipts to the Procurement Card Transaction Form 
and file receipts by month/year for audit purposes. The Department Director may add comments 
to the transaction in Works to identify the purpose for which the Procurement Card was used so 
that a complete history of the transaction is available in Works (example – 2014 Professional Dues 
in APWA for Department Director). 
 

H. Procurement Card Statement Distribution.  
1. Internet inquiry access to all Cardholders. 
2. Master copy sent to Finance Department by the financial institution providing a breakdown 

of charges by Cardholder name and Department. 
 

I. Dates/Deadlines. Although it would be best if supporting documentation was provided on a daily 
basis, each Department Procurement Card Liaison should receive the Cardholder’s supporting 
documentation no later than Monday morning for the previous week’s activity. If the information 
received is incomplete, the Department Procurement Card Liaison must send a notice to the 
Cardholder via email or appropriate departmental communication tool as a reminder. If the 
documentation is still not received by the Department Procurement Card Liaison after two (2) 
weeks, then the Department Procurement Card Liaison must send a notice to the Cardholder’s 
appropriate Department Director for follow up. If there is still no response after the notice to the 
Cardholder’s appropriate Department Director within two (2) weeks of the 2nd notice, then the 
Department Procurement Card Liaison must send a request to the Procurement Card 
Administrator for the Cardholder’s account to be deactivated. Undocumented charges must be 
immediately refunded to the City of Monroe by the cardholder and no further transactions will 
be allowed. In order for the Cardholder to be reinstated, the City Administrator or his/her 
delegate will assess the Cardholder’s history and determine if reinstatement is warranted. 



 
J. Lost Procurement Card. If a card is lost or stolen, immediately notify the following: 

1. Card Issuer 
2. Department Procurement Card Liaison 
3. Procurement Card Administrator 

 
K. Procurement Card Violations. The following is a list of violations of the Procurement Card Policy. 

Repeated violations can result in the deactivation of Cardholder accounts and penalties including 
possible termination of employment. 
1. Unacceptable purchases. 
2. Unacceptable documentation. 
3. Missed deadlines for submitting the procurement card supporting documentation. 
4. Unresolved credits or disputes. 
5. Intentional circumvention of the policies of the City of Monroe, specifically including the 

Purchasing and Travel Policies. 
6. Splitting transactions to avoid the single transaction limit. 
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