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1. OVERVIEW
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Payment Card Program

Texas A&M AgriLife offers to Departments/Units an innovative program that simplifies the way in which
goods/services are ordered and paid. The Payment Card Program is a fast, flexible payment method for
processing delegated orders with suppliers who accept credit cards. The purpose of the Payment Card
Program is to establish an efficient, cost-effective method of payment for delegated dollar transactions. This
program has the potential to significantly reduce the FAMIS voucher process of small orders, checks, and
prompt payment interest. The Payment Card can be used with any supplier that accepts MasterCard as a form
of payment.

The Payment Card Program is designed to delegate to the user limited payment authority for items. The
payment card will allow employees with delegated authority to purchase goods and services directly from
vendors without issuance of a FAMIS purchase order. All purchases must be made in accordance with Federal
and the State of Texas applicable statutes and regulations, the State Comptroller's rules, Texas A&M
University System policies, and Texas A&M AgriLife’s guidelines; hereafter referred to as payment card
guidelines.

Payment Card Contract

The terms and conditions of the payment card contract with Citibank were specified and awarded by the Texas

Building and Procurement Commission for the State of Texas. Texas A&M AgriLife is utilizing the State of

Texas contract for Payment Card services and will comply with the terms and conditions of the state contract in

the implementation of this program.

Payment Card Program Guide

The Payment Card Program Guide provides the guidelines for using the payment card. Please read it

carefully. Your signature on the Payment Card Cardholder Agreement (Attachment B) shows that you

understand the intent of the program and agree to follow the established guidelines.

Important Points of the Program

The following important points should be reviewed before using the Payment Card:

« Your payment card is issued in your name. All purchases made on the payment card must be only yours.
You are responsible for the security of the payment card and the transactions made with it. If you do not
follow guidelines when using the payment card, you could be subject to corrective action, including

termination.

« You can use the payment card at any vendor who accepts Master Card and is not on the restricted list. It
may be used for in-store purchases, mail order, telephone, fax orders or internet purchases.

« You can use the payment card to purchase supplies within your delegated limits.
« Use should not exceed the monthly credit limit assigned to the payment card.

« Reconciliation of the statement to ensure accuracy of the charges is required. Statement reconciliation
needs to be completed within thirty (30) days of the statement closing.

« The payment card is not intended to avoid or bypass appropriate purchasing or payment
procedures. This program complements the existing processes available.

« The payment card is not allowed for personal use.

. The payment card is not allowed for employee/prospective employee travel.

« Upon cardholder employment status change, the payment card must be returned to the Department/Unit
Business Office to coordinate card cancellation with the Program Coordinator.

. Each Department/Unit that utilizes the payment card must designate someone to have access to GCMS
(CitiDirect Global Card Management System) to reallocate by account/support account and object class
code.
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« Personnel should complete Disbursements Training, Cardholder Training and GCMS Training as required
to understand the use of payment card.

2. GENERAL INFORMATION
2.1 Duties and Responsibilities
2.1.1 Program Coordinator:

2.1.2

2.1.3

2.14

2.15

The Program Coordinator is responsible to retain applications and program documentation for the
payment card program activities within Texas A&M AgriLife. The Program Coordinator is
knowledgeable about the program, the guidelines, related forms and the disbursement of funds.
Cardholders and departments/units shall first contact the Program Coordinator, who will answer
guestions in regards to the program or potential problems. The Program Coordinator may refer
guestions to the Program Administrators when necessary.

Lori Maxey Li Su
979/845-2534 979/845-2553
lori.maxey@ag.tamu.edu LSU@ag.tamu.edu

Program Administrators:

The Program Administrators are designated by Texas A&M AgriLife to answer questions and issues
regarding the program. The Administrators are knowledgeable on all procedures in the Payment Card
Program Guide and the disbursement of funds.

Shiao-Yen Ko Kim Payne
979/845-4778 979/845-4764
s-kol@tamu.edu kKpayne@ag.tamu.edu

Training Program:

Texas A&M AgrilLife offers training for all individuals associated with the payment card process.
GCMS training can be scheduled by contacting the Program Coordinator. Requests for online
Cardholder or Disbursements training should be sent to barose@ag.tamu.edu. Beverly Rose will
assign access to the training which is offered through TrainTrag.

Department/Unit Manager:

The Department/Unit Manager, or designee, is responsible for designating cardholders, assist in
assigning cardholder limits and approving monthly payment card statements of cardholders to ensure
they are within the Texas A&M AgriLife’s policy. The Department/Unit Manager is also responsible for
designating personnel to have access to GCMS to reallocate required transactions to their appropriate
account/support account and object class code.

The Department/Unit Manager, or designee, should review the usage of the payment cards and cancel
cards based on non-usage to limit our liability. The review should be done at least once a year.

Department/Unit;

Each Department/Unit should have an employee(s) responsible for the accounting processes of the
payment cards. These personnel should complete Cardholder Training to learn guidelines and
instructions given to cardholders. They should also complete Disbursements Training and GCMS
training to be able to reallocate charges to account/support accounts and object class codes.

Each Department/Unit should have someone responsible for the approval process of the departmental
card transactions. A Department/Unit approver should be someone with signature authority for the
Department/Unit accounts. The approver should complete Cardholder Training to understand the
processes of the Payment Card Program. Approvers are responsible for the final review of
cardholder’'s monthly statement and should be conscious of potential misuse of a card.


mailto:lori.maxey@ag.tamu.edu
mailto:LSU@ag.tamu.edu
mailto:s-ko1@tamu.edu
mailto:kpayne@ag.tamu.edu
mailto:barose@ag.tamu.edu
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2.2

2.3

2.1.6

2.1.7

Cardholder:

The cardholder is the person designated by the Department/Unit Manager to utilize the payment card.
The cardholder is responsible for making small dollar purchases by following the purchasing
regulations. Responsibilities include selection of vendors, security of card and prompt submission of
monthly receipts. The cardholder must complete Cardholder Training to understand the use of cards.

Citibank Customer Service:

The Payment Card Program is serviced using a team approach with Citibank’s Customer Service
Center. This center is available 24 hours a day, 7 days a week to assist with general questions about
the payment card account. Customer Service should be notified immediately if a payment card is lost
or stolen. After contacting Citibank, notify the Department/Unit Manager and Program Coordinator.

The Citibank Customer Service number is: 800/ 248-4553

Payment Card Controls

221

222

2.2.3

Monthly Credit Limits:

All payment cards have monthly cardholder spending limits. Limits may vary for each cardholder and
will be established by the Department/Unit Manager or Program Administrators. Questions regarding
the limits should be sent to the Program Coordinator in writing or via e-mail through the
Department/Unit Manager.

Approved requests will be processed with Citibank.
* Please allow 2 to 4 working days to process any changes.
Single Transaction Limits:

Your payment card has a single transaction limit. This is the amount available on the payment card
for a single purchase. A transaction includes but is not limited to the purchase price, freight and
installation. Cardholders should not attempt to make a purchase greater than his/her approved
amount. Requests to change the single transaction limit should be sent to the Program Coordinator in
writing by the Department/Unit Manager.

Restricted Vendors:

The Payment Card Program may be restricted for use with certain types of suppliers and merchants.
If you present your payment card for payment to these vendors, the authorization request will be
declined.

If you feel a particular vendor should be added or deleted, submit a written request or e-mail to the
Program Coordinator. The request will be evaluated and a response initiated by the Program
Coordinator.

Maintaining Your Payment Card

It is the cardholder’s responsibility to obtain an itemized receipt/invoice for each purchase when using the
Payment Card. All receipts/invoices should be kept to provide a record of monthly charges. Screen prints are
acceptable for internet orders and order forms for fax/mail orders if a receipt/invoice is not provided by the
vendor. Detailed item descriptions and other information should be noted on the receipt or supporting
documentation. This information is essential for the reallocation process of the authorized purchase. Forward
receipts/invoices and supporting documentation to the Department/Unit Business Office for review, reallocation,
approval and reconciliation.

At the end of each billing cycle, the payment card cardholder statement will be available in GCMS listing
purchases charged to the specific card. Each Department/Unit Business Office will review the receipts/invoices
and reallocate the payment card transactions. The department will attach all documentation to the payment
card cardholder statement, note any additional information pertinent to the purchase, verify that all purchases
are valid, obtain approval and forward the documentation to the Texas A&M AgriLife Disbursements Office via
Laserfiche. The statement must be reconciled with all receipts and reconciling items documented within 30
days. The Department/Unit business office is required to retain this information in the department as the official
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2.4

25

2.6

record for this transaction for future audits. Internal Department/Unit procedures may vary. Each cardholder
should contact their Department/Unit Business Office for payment card internal procedures.

The Payment Card Internal Order Transaction Log is not required by the payment card program but could be
used as part of an internal Department/Unit procedure to track and record monthly expenditures. The
transaction log form AG-613 is available at http://agrilifeas.tamu.edu/library/pdf/forms/ag-613.pdf. An example
of the Payment Card Internal Order Transaction Log is attached (See Attachment D).

Sales and Use Tax
2.4.1 Sales and Use Tax

As agencies of the State of Texas, Texas A&M AgriLife Research, Texas A&M AgriLife Extension
Service and TVMDL are tax exempt. The credit card identifies each agency as being tax exempt.  All
cardholders should carry a tax exemption certificate with their payment card (Attachment K). Texas
state sales tax charged on a transaction should be credited back to the payment card. It is suggested
to return to or contact the vendor to correct the charge or request the credit. Departments/Units should
follow current Texas A&M AgriLife Disbursements Guidelines regarding sales tax.

2.4.2  Out of State Sales and Use Tax

There are occasions where non-Texas sales tax can be paid. If you are in another state and take
possession of goods in that state, we are subject to pay the non-Texas sales tax. [f goods are
ordered from another state and shipped to Texas and that vendor does not have a Texas location, we
should not pay the non-Texas sales tax.

Security of the Payment Card

The cardholder is responsible for the security of the card. This card should be treated with the same level of
care as the cardholder would use with his/her own personal charge cards. Guard the Payment Card and card
number at all times. It should not be posted in a work area or left in a conspicuous place. It should be kept in
an accessible, but secure location.

The only person authorized to use the Payment Card is the cardholder whose name appears on the card. The
card is to be used for business purposes only. Texas A&M AgriLife has disciplinary procedures related to
unauthorized use of the Payment Card.

According to the Cardholder Agreement that is signed, the cardholder is responsible for all charges and the
safekeeping of the card; however, it is possible in some instances that someone else could use the card. The
cardholder should use a Payment Card Check Out Log for such instances to indicate the action (see
Attachment G as an example). This procedure will not relieve the cardholder of the responsibilities stipulated in
the cardholder agreement. The Payment Card Cardholder Charges/Usage form (Attachment D) must be
completed by the cardholder and filed with the Program Coordinator prior to loaning of the payment card.

Note: Vendors may refuse to allow someone else to use your card.

Violations

The policies for violations of the use of the Payment Card Program are outlined in this section.

2.6.1 Responsibility
Cardholders are responsible for all transactions made with the payment card. They must adhere to all
purchasing regulations and departmental policies regarding its use. Any employee involved in the
payment card process that fails to use the payment card in accordance with policies and procedures
will be subject to penalties listed in section 2.6.4. All payment card transactions should be for official

Texas A&M AgriLife business only. Texas A&M AgriLife will seek restitution for any unauthorized
purchases made with the card.


http://agrilifeas.tamu.edu/library/pdf/forms/ag-613.pdf
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2.7

2.8

2.6.2

2.6.3

2.6.4

Misuse of the Payment Card

Misuse can take a number of different forms and can develop into fraudulent use. The following
section is a list of possible violations and is not all inclusive. Violations may result in appropriate
disciplinary action including written warnings with copies provided to the Cardholder, the
Department/Unit Head, Department/Unit Business Manager, Payment Card Program Administrators
and/or Agency Director(s).

« Failure to properly classify inventory/controlled item

« Items inappropriate on FAMIS account

« Receipts do not correlate to statement

« Receipts not detailed and/or missing

« Purchases of unacceptable, unallowable items

« Failure to submit state documentation to Disbursements
« Failure to exclude sales taxes from purchases

« Failure to submit documentation in a timely manner

« Failure to reallocate/reconcile

« Purchases split into multiple transactions to circumvent payment card guidelines
« Items purchased for personal non-business related use
. Falsifying descriptions

Fraudulent use of the Payment Card

In the event that a payment card is used fraudulently, the procedures described below must be
followed:

« All responses to situations of fraud or fraudulent actions will be based on guidelines established by

TAMU System policy. Refer to System Policy Section 21.04 Control of Fraud and Fraudulent
Actions and Section 07.01 Ethics Policy, TAMUS Employees.

« The Payment Card Program Coordinator must be notified immediately.

. The Payment Card Program Coordinator will provide written notification to the Program
Administrators, the cardholder’s supervisor and agency administrative office.

. If it appears the use was intentional and/or fraudulent, an audit and/or investigation will be
conducted to determine the full extent of the possible fraud.

« During the audit or investigation all payment cards assigned to the individual under investigation
will be deactivated.

Disciplinary Action
Cardholder may be disciplined in one or more of the following ways:

« Aletter of reprimand in the employee’s personnel file
« Required reimbursement from the cardholder

« Temporary or permanent loss of the payment card

«  Suspension of employment without pay

« Termination of employment

Reinstatement
Upon administrative review, the card may be reinstated. Based on audit findings and Texas A&M

AgriLife Administration recommendations, cardholder may be required to complete Cardholder
Training again prior to reactivation of suspended cards.

Employee Status Change

The Payment Card must be cancelled/destroyed upon cardholder resignation or transfer to another
department. Cardholder should return the payment card to your Department/Unit Business Office for
destruction. The Department/Unit Business Office should complete a Certificate of Destruction form

(Attachment 1) and forward the form to the Payment Card Program office. The Program Coordinator will contact

Citibank to cancel the card.

Lost or Stolen Cards
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Immediately contact Citibank’s Customer Service at 800/248-4553 if a Payment Card is lost or stolen. After
contacting Citibank, notify the Program Coordinator and the Department/Unit Manager. Prompt, immediate
action reduces the agency liability for fraudulent activity. Texas A&M AgriLife is responsible for all charges
made on the card until it has been cancelled.

3. PROCEDURES

3.1 Obtaining a Payment Card

3.1.1 To obtain a Payment Card the following process should be followed:

Cardholder Training must be completed. Questions regarding online should be sent to
barose@ag.tamu.edu.

A Payment Card Cardholder Application/Approval/Agreement form can be obtained at
http://agrilifeas.tamu.edu/library/pdf/forms/aq-616.pdf . This application will provide Texas
A&M AgriLife Payment Card Program with the necessary information about you (the cardholder),
the budgeted FAMIS account/support account for default payment, and the Department/Unit
Manager's approval of your application and subsequent designation of your delegated purchasing
authority within the payment card guidelines.

The cardholder and department account approver will sign the Payment Card Cardholder
Application and forward to the Program Coordinator.

Program Coordinator will request issuance of the Payment Card from Citibank. (Requires 1 to 2
weeks)

3.1.2  The following materials are available on the internet
http://agrilifeas.tamu.edu/fiscal/disbursements/payment-card/resources/index.php :

Payment Card Program Guide: This document outlines Texas A&M AgriLife’s procedures in
regard to its Payment Card. It also outlines some approved types of purchases.

Payment Card Cardholder Application: This is an agreement between the cardholder and Texas
A&M AgriLife which affirms that the cardholder has read and understands the policy and
procedures for the Payment Card.

Reconciliation of Payment Card Statement to Receipts:

A monthly reconciliation is required each month to identify and document reconciling items. The
cardholder or department/unit designee has the option to use this form as a tool when performing
the monthly reconciliation of the payment card statement to payment card receipts.

Tax Exemption Certificate: This form should be presented to a vendor to identify our agencies as
tax exempt when purchasing items with the payment card.

Payment Card Cardholder Charges/Usage Form: The cardholder may allow someone else to use
their payment card if Payment Card Cardholder Charges/Usage form (Attachment D) has been
completed, approved and submitted to the Payment Card Program Coordinator. This will not
relieve the cardholder of the responsibility of the charges and safekeeping of the card as stated in
the cardholder agreement.

Payment Card Check Out/Check In Log: The cardholder is required to use a check out log should
the need arise to allow someone to use their card. An example of a check out log is the AG-617
form. The cardholder must have their Payment Card Cardholder Charges/Usage form on file with
the Program Coordinator prior to checking out their card. The cardholder is still held responsible
for the card as stated in the Payment Card Cardholder Agreement.

Statement of Disputed Items Form: The cardholder should use this form for disputing a
transaction that appears on their Cardholder Statement.

Memorandum of Record Form: The cardholder should use the form as a document in lieu of a
missing payment card receipt. Please note that every attempt should be made to obtain the
itemized receipt and efforts documented prior to use of this form.


mailto:barose@ag.tamu.edu
http://agrilifeas.tamu.edu/library/pdf/forms/ag-616.pdf
http://agrilifeas.tamu.edu/fiscal/disbursements/payment-card/resources/index.php
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3.2

3.3

3.4

« Certificate of Destruction Form: This form should be used when a payment card must be
cancelled/destroyed upon employment status change of the cardholder. The payment card should
not be returned to Disbursements Payment Card Coordinator’s office.

. Violations: A list of infractions that would be considered misuse by the cardholder or
department/unit of the Payment Card Program.

About the Card

A Payment Card will be in your name with the State of Texas seal and the wording "For Official Use Only"
clearly indicated on the card. This card is for Agency business purposes only. It may not be used for any
personal transactions. It is important that you understand that you are personally responsible and accountable
for this Payment Card.

« The cards have a default FAMIS account number to which the purchases will be charged.
«  The maximum single transaction limit for the card is $5,000.
. Charges should be reallocated to different account/support accounts and object class codes.

Payment Card Activation

Upon receipt of the Payment Card, the cardholder must activate the card prior to use and should sign the back
of the card. The Payment Card should always be kept in a secure place.

Payment Guidelines
3.4.1 General Information

State agencies are bound by certain state, local and federal guidelines and laws. All purchases must
be made in accordance with Federal and the State of Texas applicable statutes and regulations, the
State Comptroller's rules, Texas A&M University System regulations and Texas A&M AgriLife’s
guidelines; hereafter referred to as payment card guidelines. The cardholder is responsible for
compliance and strict adherence to all payment card guidelines within their department/unit delegated
authority.

All cards have a maximum single transaction limit of $5,000. Departments/Units may request a
single transaction limit up to $5000.

The department/unit delegated authority is for small orders. State law mandates that large purchases
should not be broken down into small purchases to circumvent this delegated limit. To do so would be
a violation of state law, Texas A&M AgriLife’s Purchasing Guidelines and Payment Card Program
Guidelines.

All cardholders should follow these guidelines when using the Payment Card:

34.11 Determine if the transaction is an acceptable use of the card, is within the card's spending
limit and is allowable/appropriate for FAMIS account.

3.4.1.2 Check for items available from the Texas Industries for the Blind and Handicapped (TIBH):
http://www.tibh.com/index.htm

3.4.1.3 Identify a HUB vendor and determine if a HUB vendor offers the best value. HUBs as well
as other vendors may be found on the Central Masters Bidders List at:
http://www?2.cpa.state.tx.us/cmbl/hubonly.html

3.4.14 Confirm that the identified vendor is in good standing with the state on all purchases over
$500 by checking their taxpayer/vendor hold status using FAMIS screens 171 or 172.

3.4.15 Check the state Suspended/Debarred Vendor List:
http://www.window.state.tx.us/procurement/prog/vendor _performance/debarred/

3.4.1.6 Place the order with vendor.


http://www.tibh.com/index.htm
http://www2.cpa.state.tx.us/cmbl/hubonly.html
http://www2.tbpc.state.tx.us/stpurch/venman.html
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3.4.2

3.4.1.7 Confirm pricing, freight and Texas state sales tax exemption.

3.4.1.8 Request a copy of the itemized receipt with the pricing and freight charges. The supplier

should also include a copy in the shipment. Ask supplier to indicate the cardholder’'s name
and the words "Payment Card" on all packing lists and box labels. This will enable the
receiving department/unit to facilitate the delivery of your supplies.

3.4.1.9 If ordered by mail, specify cardholder name, company name, department/unit name and

shipping instructions. Also, specify the Payment Card number, expiration date, billing
address of the card and name as it appears on the card.

A state agency may not pay for goods before delivery to the agency. Vendors should only charge the
account when goods are shipped.

Examples of Acceptable Purchases:

*

Books, films and videos

Computer consumables

Computer equipment

Computer hardware and software

Uniforms and clothing

Registration fees (5215)

Janitorial supplies

Shop and industrial equipment

Lab supplies and equipment

Research supplies, equipment and furnishings

Medical supplies and equipment

Safety supplies

Farm, ranch, nursery and landscaping supplies

Farm equipment parts

Fertilizer, pesticides and other agriculture chemicals

Auto parts and services for Texas A&M AgriLife Research state vehicles
Rental of tools and equipment

Building supplies and materials

Office supplies (encouraged to use HUB vendors)

Controlled equipment *

Office furnishings and equipment

Telecommunication parts, supplies and equipment

Educational supplies

Postage stamps and Postal services (permits, box rentals, etc...)
Freight and delivery services (use contract providers for express mail services)
Packing supplies

Services (except consulting) (independent contractor rules may apply — see AG-106 form)
Rental of conference room and exhibit space

Subscription (4025)

Tools/hardware

Film services (development and processing of b/w film and E-6 color slides)

Note: The State of Texas Comptroller has defined "controlled preliminary fixed assets" as the

purchase of an item with a purchase price over $500 such as facsimile machines, stereo
systems, cameras, video recorders/players, VCR, DVD, camcorder, televisions, micro-
computers, computers, servers, mini-computers, printers, silver service, tractors,
graders/loaders, trucks, vans, all terrain vehicles, golf carts, motorcycles, motor driven
farm/shop equipment, forklifts, boats. Firearms and cash registers for any amount are
controlled. Call Texas A&M AgriLife Property Management at 979/845-4791 if further
clarification is needed regarding “controlled assets”.

Inventoried equipment can be purchased with the payment card as long as the controlled preliminary
fixed asset procedures are followed. These procedures include the following.

GCMS Process:

Identify transaction
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3.4.3

3.4.4

3.4.5

Change the account/support account, if applicable
Change the object class code to agree with the controlled preliminary fixed asset documentation
It is suggested to reference the applicable Q-doc and asset number in GCMS

FAMIS Process:

Create Q-doc type of limited document on screen 240
Close Q-doc — DO NOT ROUTE
Enter Controlled Preliminary Fixed Asset information — screens 360 through 362
- Indicate split or combined purchases on description line 2
- Complete related asset fields
Complete the Q-doc on screen 243 - Completing will release encumbrance and retain the
accounting information
Receiving of Q-doc is not required

Inventory Process:

It is suggested that the asset be properly tagged with the preliminary asset number.

Write the preliminary asset number and the Q-doc number on the receipt

Examples of Restricted Purchases:

Animals

Food (if allowable on the account) — cardholder must indicate business purpose for food purchase
on the receipt or supporting documentation

Business meals — cardholder must indicate the 5 IRS Ws of who, what, where, when and why on
the receipt or supporting documentation

Alcohol (if allowable on the account)

Employee gifts (5240) - recipient’'s name, and UIN number must be entered in GCMS
Non-employee gifts (5241) - recipient’'s name, address and social security number (only if greater
than $600) must be entered in GCMS

Floral arrangements (if allowable on the account)

Examples of Unacceptable Purchases:

The Payment Card may not be used for the following purchases:

Items for personal use

Cash advances, money orders, cash refunds or other cash instruments
Telecommunication services (provider access minutes, airtime, monthly service, etc.)
Consulting services

Airfare

Vehicle rentals

Travel/transportation and related expenses for faculty/staff

Auto parts and services for Texas A&M AgriLife Extension Service vehicles (excludes WDMS)
Controlled, hazardous, radioactive materials

Fuel for vehicles

Tuition and fees

Memberships dues

Social club dues

Employee and prospective employee travel

Capital equipment (cost of $5,000 or greater)

Note:  All expenditures are to be reallocated to the appropriate account/support account and the

object class code during the reallocation period.

It is the cardholder’s responsibility to be aware of authorized account/support account/object
class code and to determine if a purchase is allowable for the specific account to which the
purchase is being reallocated.

Exception Policy

The Payment Card Program Administrators and Payment Card Program Coordinator have the
authority to grant an exception to the Payment Card Program guidelines. A department/unit manager
or designee should request an exception in writing for a planned purchase prior to the acquisition. All
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exception requests will be documented by the Payment Card Program and all approved exceptions will
be granted in writing. A copy of the approved exception will be provided to the department/unit for
attachment to the payment card statement prior to submission to Disbursements.

3.4.6  Joint Purchases:

The payment card is assigned to one specific agency; therefore, joint purchases require the use of two
separate agency cards. However, the total of the joint purchase cannot exceed $5,000. The vendor
will need to process individual payments using each agency’s payment card for the portion intended to
be paid by that agency. One card cannot be used to pay for a charge that is to be split between
different agencies (Texas A&M AgriLife Research, Texas A&M AgriLife Extension Service, and
TAMU). Transactions or charges on an agency specific card cannot be reallocated, split or transferred
to another agency.

Example: At a center, Texas A&M AgriLife Research and Texas A&M AgriLife Extension Service
purchase janitorial supplies in the amount of $100 and want to split the charge $50/$50. If the
payment card is to be used, Texas A&M AgriLife Research will present their payment card and request
to be charged $50. Then, Texas A&M AgriLife Extension Service will present their payment card and
request to be charged the remaining $50. Both transactions will need a copy of the itemized receipt.
The total of the entire joint purchase may not exceed $5,000.

3.5 Receiving Supplies

3.6

3.7

It is the cardholder’s responsibility to ensure the receipt of goods and resolve with the vendor any delivery
problems, discrepancies and/or damaged goods. A copy of the charge slip, sales receipt or any other
information related to the purchase should be retained.

Invoices with no amount due are the optimal documentation since they itemize the purchases and receipt of
credit card payment. A vendor's entry system usually prints an automatic invoice with the processed order.
Instruct the vendor not to send the invoice to the Department/Unit Business Office but directly to the individual
cardholder making the purchase. This process will prevent duplicate payments to vendors. If a purchase is
made via mail or telephone, ask the vendor to include the receipt with the goods when shipping the product.

Payment Card Documentation

All purchase voucher requirements apply to payment card transactions. Therefore, the following
documentation should be retained with the payment card statement:

. Itemized sales receipts (screen prints of confirmation with detailed description and pricing of items ordered
are acceptable for internet orders)

. Credit card receipts/invoices

«  Other related supporting documentation such as packing slips, order forms, etc.

Guidelines for Submission, Reallocation, Payment and Reconciliation of Payment Card Statement

3.7.1  Transactions charged to state accounts will require the card statement and supporting documentation
to be submitted to Texas A&M AgriLife Disbursements via Laserfiche for auditing. Documentation for
transactions on non-state funds will be retained at the Department/Unit level and will not be submitted
to Disbursements unless requested for audit purposes.

3.7.2  The following section outlines the submission, reallocation and payment responsibilities of
Cardholders, Departments/Units and Texas A&M AgriLife Disbursements.

3.7.2.1 Cardholders are responsible for prompt submission of receipts, including account/support
account reallocation information and supporting documentation to the Department/Unit
designee.

The submission process of the required information may vary between Departments/Units.
Departments/Units may require cardholders to submit required information to the
Department/Unit designee within three (3) working days after the close of the billing cycle (3rd
of each month). For additional guidance, contact your Department/Unit designee.

3.7.2.2 Departments/Units reallocation/submission period is the 20" of each month. Occasionally,
this period may be shortened to accommodate the payment process deadlines.
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3.8

3.7.3

3.7.2.3

Departments/Units are to reallocate in GCMS the account/support account and change object
class code. Payment card statements should be printed by running the Expense Report in
GCMS. Signature of Department/Unit approver or designee is required on the card
statement. Submit the approved payment card statement and supporting documentation
impacting state funds to Texas A&M AgriLife Disbursements. After the 20th, the information
in GCMS will be locked and will be unavailable for modification. Once transactions have been
posted into FAMIS, departments/units may submit correction requests to move transactions to
a local account.

Texas A&M AgriLife Disbursements is responsible for managing the electronic flow of
transaction information from the issuing financial institution (Citibank) to the Texas A&M
AgriLife’s accounting system (FAMIS). In addition, Texas A&M AgriLife Disbursements will
ensure payment to Citibank by the specified due date each month.

In the electronic flow of transaction information from Citibank to FAMIS, posting errors may
occur on accounts. Potential errors may include:

« Object class code not valid on account
« closed/deleted accounts
. terminated accounts/support accounts/projects

When posting errors occur, the card default account may be charged. The Department/Unit
and Texas A&M AgriLife Disbursements must resolve posting errors in a timely manner. Any
change in account/support account information will be communicated and documented with
the Department/Unit prior to being changed. Should a resolution not be met, Texas A&M
AgriLife Disbursements will coordinate with appropriate fiscal staff to ensure a permissible
account/support account is charged.

The Department/Unit designee has thirty (30) days from the statement closing date to reconcile. All
reconciliation documentation is retained in the Department/Unit business office. Reconciliation should
reflect all reconciling items from previous months and all items from the current month. Any receipts
that do not correlate with the current statement will be reconciling items.

Reconciliation may be separate from the statement and should reflect:

. Balance forward

. Total of all items purchased for the statement period (total of monthly receipts)

« Total expected statement amount (balance forward plus (+) current monthly receipts)
. Balance per Citibank statement

. Difference between Citibank statement and expected statement amount

« List reconciling items in detail (vendor name, amount, action taken)

« Total reconciling items (balance forward to next month’s reconciliation form)

« Initials of the reconciler and date reconciled

Any discrepancies identified should be promptly investigated and resolved by the

Cardholders/Departments/Units. Documentation of any action taken to resolve a discrepancy must be
recorded and attached to the statement. A reconciliation form can be found at
http://agrilifeas.tamu.edu/library/pdf/forms/ag-614.pdf. This form may be used as a helpful tool;

however, this form is not required (see Attachment E).

Record Retention

The payment card statements, along with the supporting documentation become official fiscal records.

All documentation should be maintained in accordance with current records retention schedule.
Departments/Units will be responsible for the retention of documents on all non-state transactions.
Disbursements will be responsible for the retention of documents on all state transactions. Efficient retrieval of
the records is important for audit purposes. Documents to retain include, but are not limited to, the following:


http://agrilifeas.tamu.edu/library/pdf/forms/ag-614.pdf
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3.9

3.10

3.11

« Cardholder statements

« Receipts and supporting documentation
« Check out logs

« Reconciliations

Audit

The records of the payment card transactions will be audited. Audits may be conducted by Texas A&M AgriLife
Disbursements, Internal Audit and state, federal or other non-government external entities. Disbursements will

perform post payment audits on local funds transactions. Audits are performed to ensure all transactions are in
compliance with payment card guidelines.

Fraud Indicators

= Unusual vendor names

= Same vendor address and employee address

= Only one employee ever uses a specific vendor

= Unusual activity for a given cardholder

= Repeated misuse by cardholder

= Round number purchases

= Transactions with missing receipts or altered documentation
= Sequential or unnumbered receipts

= Duplicate charges

= Activity by non-cardholders and terminated employees

Statement and Payment

Individual cardholder statements will be available in GCMS for Departments/Units to print. Citibank will mail a
Corporate Bill to Disbursements each month. Disbursements will use this Corporate Bill to process one
payment to Citibank for all cardholder transactions. After the reallocation deadline but prior to the end of the
month, local and state fund transactions will post to FAMIS. Disbursements will work with Departments/Units to
resolve any posting problems associated with FAMIS.

The Payment Card Program does not affect an individual cardholder’s credit rating in any way. The payment
card is a corporate liability card and carries no personal liability for cardholders.

Returns, Credits and Disputed Charges

Should a problem arise with a purchased item or transaction charge, every attempt should be made to first
resolve the issue directly with the supplier. Review of future statements is vital to ensure the account is
properly credited for returns, credits and disputed charges. The returned, credited or disputed item shall be
indicated on the receipt or supporting documentation.

. Returns: If a cardholder needs to return an item to a supplier, contact the supplier and obtain instructions
for return. Note that some suppliers may charge a restocking or handling fee for returns. All returns
should be indicated on the receipt or supporting documentation.

. Credits: If the supplier accepts an item as a return, a credit for this item should appear on the statement.
All credits should be indicated on the receipt or supporting documentation.

. Disputed Charges: If a discrepancy is found on a monthly statement, contact the supplier and attempt to
resolve the problem directly. If the discrepancy remains unresolved, fill out a Dispute Form (Attachment J)
and forward the form to the Payment Card Program Coordinator. The Payment Card Program Coordinator
will file the form with Citibank. All disputed items should be indicated on the receipt or supporting
documentation. Copies of all dispute resolution documentation should be kept with the receipt or
supporting documentation.

Citibank will place the charge in a "Statement of Dispute" and the account may be given a provisional credit
until receipt of adequate documentation from the vendor. If the documentation appears to be in order, the
transaction will be re-posted to the account and the dispute considered closed. If the charge is suspected to be
fraudulent, the card will be immediately blocked, continue to have a provisional credit (if given) and an
investigation of the charge will continue. If appropriate, a new card will then be reissued to the cardholder. If
the charge appears legitimate, the transaction will then post to the new account.
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3.12  Card Termination
When a cardholder changes employment status with Texas A&M AgriLife Research/Texas A&M AgriLife
Extension Service/TVMDL, the Department/Unit has the specific obligation to destroy the payment card and e-
mail the Program Coordinator. The Department/Unit Business Office should complete a Certificate of
Destruction (Attachment I) and forward the form to the Payment Card Program Coordinator. The Program
Coordinator will contact the Citibank to cancel card. The payment card should not be returned to Payment
Card Program office.
Noncompliance with the payment card guidelines may be grounds for revocation of cards. Non-adherence to
these procedures may result in revocation of individual cardholder or Department/Unit payment card privileges.
4. KEY PROGRAM CONTACTS — Texas A&M AgriLife Disbursements
Program Coordinators:
Lori Maxey Li Su
979/845-2534 979/845-2553
lori.maxey@ag.tamu.edu LSU@ag.tamu.edu
Program Administrators:
Shiao-Yen Ko Kim Payne
979/845-4778 979/845-4764
s-kol@tamu.edu kpayne@ag.tamu.edu
5. FREQUENTLY ASKED QUESTIONS AND ANSWERS
1. For what types of purchases should | use the Payment Card?
Payment card guidelines govern how you can use the Payment Card. The current payment card guidelines for
delegated purchasing authority will determine the type of purchases for which you are authorized.
2. In what ways do | benefit from using the Payment Card?
When you use the Payment Card, you enjoy reduced paperwork, quick and efficient order processing, faster delivery,
no prompt payment interest, no more phone calls from the vendors asking where their money is and the ability to
monitor purchases on-line throughout the month instead of waiting for invoices to come in.
3. How does Texas A&M AgriLife Research/Texas A&M AgriLife Extension Service/TVMDL benefit from the
Payment Card Program?
When employees use the Payment Card, Texas A&M AgriLife enjoys greater productivity as a result of reduced
paperwork and savings from consolidated multiple supplier invoices to one statement from Citibank.
4. What should I do if my Payment Card is lost or stolen?
You should call Citibank Customer Service toll-free at 800/248-4553 immediately to report the payment card missing
and request a replacement. Then contact the Program Coordinator, Candi Young, at 979/845-2534 or e-mail
agrilifepaymentcard@ag.tamu.edu and your Department/Unit Business Office to advise them that you have contacted
Citibank.
5. What do | do if a purchase is denied?


mailto:lori.maxey@ag.tamu.edu
mailto:LSU@ag.tamu.edu
mailto:s-ko1@tamu.edu
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Contact the Program Coordinator, Candi Young, at 979/845-2534 or e-mail agrilifepaymentcard@ag.tamu.edu to
inquire as to why the transaction was declined. If the Program Coordinator is unable to resolve the problem(s),
Citibank will be contacted to request assistance with the problem identification. Once the problem(s) are identified,
the cardholder may request the vendor to call Citibank at 800/248-4553 for a manual authorization. The vendor will
then be able to process the transaction.

There could be several reasons why your purchase was denied. Your purchase may have exceeded the
transaction/credit limit or the merchant is not equipped to accept MasterCard as payment. The Payment Card
Program may have restricted the merchant/supplier type from use (Merchant Category Code exclusion) and if you
present your payment card for payment to these vendors, the authorization request will be declined.

If you feel a particular vendor should be added or deleted, submit a written request or e-mail to the Program
Coordinator. The Program Coordinator will evaluate the request.

6. Is it possible for someone else to use my card?

According to the Cardholder Agreement that you signed, you are responsible for all charges and the safekeeping of
the card; however, it is possible in some instances that someone else could use the card. The Payment Card
Cardholder Charges/Usage form (Attachment C) must be completed by the cardholder and filed with the Program
Coordinator, Candi Young at MS 2147, prior to the loaning of the payment card. The Payment Card Cardholder
Charges/Usage form may also be found at: http:/agrilifeas.tamu.edu/library/pdf/forms/ag-607.pdf

The cardholder should use a Payment Card Check Out Log when sharing the payment card (see Attachment F as an
example). This procedure will not relieve the cardholder of the responsibilities stipulated in the cardholder
agreement: http://agrilifeas.tamu.edul/library/pdf/forms/ag-617.pdf

Note: Vendors may also refuse to allow someone else use your card.
7. Will use of the Payment Card affect my credit report?

No. The Payment Card is a corporate liability card and carries no personal liability for cardholders who use the
Payment Card.

8. Whom should | contact to resolve an error or dispute concerning my account?

First, contact the supplier to address the issues. Normally the issues can be resolved between the customer and the
supplier. However, if the problem is not resolved at the Department/Unit level, complete the Statement of Disputed
Items form (Attachment J) and fax to the Program Coordinator, Candi Young at 979/458-3242. This form may also
be found at: http://agrilifeas.tamu.edu/forms/disbursements/index.php

9. What about Texas A&M AgriLife Research/Texas A&M AgriLife Extension Service /TVMDL being tax exempt?
The card is identified as a "State of Texas" official business, tax exempt card. You are encouraged to advise the
supplier (at the time of order or check out) that the purchase is to be tax exempt. You must present a copy of the tax
exemption certificate when making a purchase. Both Agencies are exempt from paying sales tax on business meals
when we are direct billed. Payments made by the payment card are considered direct bills. If ordering by phone or
the internet, the vendor must be told that we are exempt and a form can be faxed.

10. What should I do if the account | need to use during reallocation is not available in the GCMS account list?

FAMIS will update the list of accounts routinely with Citibank.

When | use my payment card to make a purchase, how is the transaction authorized?

When you use the payment card to make a purchase, the supplier verifies the account number with Citibank. Your
spending limits are checked automatically against present Texas A&M AgriLife limits.

GLOSSARY OF TERMS

Approver — A person to whom has signature authority on the accounts being utilized for transactions displayed on the
payment card statement and has completed Payment Card Cardholder training. An approver cannot approve his/her own
transaction.


mailto:purchasingcard-ag@ag.tamu.edu
http://agrilifeas.tamu.edu/library/pdf/forms/ag-607.pdf
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Cardholder - A person to whom a Texas A&M AgriLife Payment Card has been issued. A cardholder cannot approve his/her
own transactions.

Default account - The accounting code assigned to a payment card. All charges made with a specific payment card will be
posted into that card’s default account by the issuing financial institution unless the purchase is reallocated.

Issuing financial institution - A financial institution, Citibank, with whom the State of Texas has currently contracted with for
the payment card program.

Payment Card - A credit card issued to an individual employee of Texas A&M AgriLife for the purpose of making authorized
purchases on its behalf. Texas A&M AgriLife is responsible to make payments for all charges made using properly issued
payment cards.

Payment Card Program Guide - A document that contains instructions and guidelines for the use of the payment card.

Payment Card Guidelines - A term used to reference purchases made in accordance with Federal and State of Texas
applicable statutes and regulations, the State Comptroller's rules, Texas A&M University System policies and Texas A&M
AgrilLife’s guidelines.

Reallocation - The process of using GCMS to change funding source of a specific transaction. This could include
modifications to FAMIS accounts, support accounts, object class codes, descriptions and or other related information.

Reallocator — A person to whom a department/unit has assigned to reallocate transactions in GCMS. A reallocator may or
may not be the cardholder. He/she also reviews the cardholder's monthly statement and checks paper work for completeness.

Reconciler - The person assigned to compare the cardholder's monthly statement to the monthly receipts and document
reconciling items. He/she may review more than one cardholder’s account at the discretion of the Department/Unit Manager,
approver or their designee.

Texas A&M AgriLife - A term used to collectively refer to state agencies Texas A&M AgriLife Research, Texas A&M AgriLife
Extension Service and TVMDL.
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ATTACHMENTS/FORMS

***To access these forms visit:
http://agrilifeas.tamu.edu/forms/disbursements/index.php

1. Payment Card Cardholder Application/APProval ...........ccccccveeiiiiiiiieeeiee e e e Attachment A
2. User/Supervisor Statement of Responsibility ... Attachment B
3. Payment Card Cardholder Charges/USAgE..........uuuviieeiiiiiiiiiiieae e esiiieeeaa e e s sniineeeaae e Attachment C
4. Payment Card TranSaCioN LOG......c.uuuuiiiiiiiiiieeeiiiitiiiieetee s ssiiireee e s sivbsreeeee e s snereeees Attachment D
5. Reconciliation of Payment Card Statement to Payment Card Receipts.............cccvvveee.. Attachment E
6. Payment Card Check OUt/ChecCK IN LOQ ......ccoiiiiiiiiiiiiiiiiiiieeeeee e Attachment F
7. Missing Receipt DOCUMENALION ........ocuiiiiiiee ittt e e sbbreee e Attachment G
8. Statement of DISPULEd IEIM ......uuiiiiiiii i Attachment H
9. Tax EXemption CertifiCate........ccuuuiiiiiiiiiiiiiee e Attachment |

I 4101 F= 1 1T0] o 1N Attachment J
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-616.pdf

AG-318 (08M2) Exﬁa AM
s AGRILIFE
Administrative Semvices — Disbursements

PAYMENT CARD FEOGERAM

CARDHOLDER APFLICATION, AGREEMMENT AND AFFROVAL FORM
Mail To: Distursements. 1147 TAMU ATTHN: Payment Card Program

Texas A&M AgriLife Texas AT iLife Extension TVHDL -
El Fasearch - 556 D Eer‘:ge 555 D 27

Applicant’s Name (as it appears on payrall):

Department TTnit Mame:
Diepartment’s code: (four alpha charaeters): Mail stog:
Diepartment it Address:
Phone Mumber: E-Mail:

Applicant’s UTH #:

Local FAMIS aceount fo use as the default account:

PARIS Aot Surpr=or] Aot

Hingls Tramsaction Limit: § Muonthly Transaction Linit: §
Department contact for Realloeation, Reconciliation | Bookkeeper:

M Plasiig Esnaaiil
As 3 cardiwlder, T 3z to comphy with the: terms and conditions of this Agrecrmoet and e Poyeeet Card Progeen Grrids.

I adewwledge that T heve read and undartand the temes and conditioms of thos Agresmeet and o Payment Card Progam Guids. I also
ackneudodze that T kenw coppleted the Cardbeolder Ombma Traimizg, I endarstand thar Toxs: Ash Aol i i Eable to JPSdorsm
Chase & BhastorCard for all Temas ASS Agrl i chorges.

I agres touse thiz card for Teomn ASM AenTifs wd purchase: saly and agmes not to char &wscml i Htho card
shornd | agres to document using the oplais m':hnckmhg.Iunh'md'ﬂanm"i will andit the use of thiz

card and roport Snding: o tho departmantal kead o dopertraet apremar
1 Exthar exdorsiand that ivpropar wa of this cand may mml in Escplinery actton, which rony inchide epdnation of employmen T
agmes to repay Taxas A& Agrilifo amy amommts owsd by oo even i T 2o oo lomger eploved by Taxes A& Amilife.

I''mdarstand ot the cand is propesty of Tesms A&b Aenlife | fimber imdarvand Sot Taxss A&M Al ifs may fermenate ory right
0w s card at amy tiess for 2y reason. [ agmes o retem the camd to Taxes. A& Agilife immedixiehy tpom mquast or mpan

temmrzation or transfe of employvment.
I ApplicarriCardhoider Signatune and Daie Requined I

Applicant’s [Candleslder) Mame [FrintTypa) Applicants [Cardbolder] Signatun: Dals

1 barsley approws the applicamt, Bued abos, for isronce of & Tems A& Al i% Poymans Card [ agres thart e FAMIE acooume
histed 2t will haes fimds sufficiant o pery amy and all charges: moads by this individml 1wl ensers that 3 monthly reconciliston
anﬂ.a;:]rm.i.daﬂmmm]lhhmnﬂ.ﬂﬁurmmmmmdmmﬂImh-mﬂﬁmhwmefﬁ.c:ﬂ

Ty this indides] mary resmlt in disciplmary action, up to and i
Dipartment Head'Supenvsor Signature and Date Required |

Departseni Head or SFuperyiesr Nasss (Prink Type) Deepartssent Head or Fupervissr Ssgnature Dl

Sewie s regurrms thad vean be pmlormel of the Sallzsserngs (1) voa e oreyied o be nkrad the Tean &8 8 pellrcrs mboad yom |wid o fow
xcphoes @ provnded by e [T poe are enoded o reoores & copy oF B micrmabo s, esd ¥l o a enaied i e fw micrmabon comesnd i no chege o vou
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-615.pdf

AG-015 (08M12) "['1; xﬂg’ A&M
TomsAMAgLe et GRILIFE

USER/SUPERVISOR STATEMENT OF RESPONSIBILITY

[ Texas A&M AgriLife [ Texas A&M AgriLife Extension O] TvmoL
Research Service

I the utilization of the paymentiiravel card software, there are several changes, revisions, and
reports that may be made to the account to which | have access. Changes and revisions ncluding
funding sowces and or the object (expense) codes as well as report generation are examples of
the capabiliies of the software. In making changes or revisions, | accept the responsibdity of
knowing that the changes are allowable within the funding sources and the funds are available. |
also accept the responsibility of keeping the reports and information confidential.

| understand, accept and will complete fraining relating to te responsibilibes as a User/Supenvisor
of the paymentitravel card software provided o me by the bank and Texas AEM AgriLife. Misuse

or abuse of this responsibility as Usen'Supervisor may be just cause for rewocation of software
access and disciplinary action.

I ORMAMAL SIGMNATURE AMND DATE REQUIRED I

Signature Diaze
Prineed Hame Phone Number
DeparmmentalUinit Name Email Address

As supenvisor of the employee listed abowe, | grant authonzation for the use of the paymentiiravel
card software, as intended, to this employee. Emors andfor omissions shall be comected prompty
to assure payment is made in a tmely manner. This authorization is not transferable without my
expressed wiitien penmission.

| CORIZINAL SIGMATURE AMD DATE REQUIRED |
. - .
DeprAnit Account Signer Signature Diare
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-607.pdf

AG-807 (0812) TEXAS A&M

Texas ABM AgriLife G R I L I F E
Administrative Semvices — Disbursements

PAYMENT CARD
CARDHOLDER CHARGES TTSAGE

Texas A&M Aprilife |:| Texas A&M Aprilife Extension D TVMDL
Reasearch Sarvice

As a cardholder for Texas A&M Amnlife, [ agres to comply with the terms and conditons of the Payment Card
Cardholder Azrssment and the Payment Card Propram guidelines. If at anyiime my card is to be used by
amother employes of Texas A&M Apnlife for official business only, I will ensure the employes has besn
properly msmocted as to the usage, the usage (by another emploves) is recarded on the check out log and on the
receipt, all receipis and backup dooumentation are provided for the monthly stafement; and that the nmost
SEONNTY processes were implemented unril the card is retumed to my possession I agree that nsage of my card
will smictly adhers to all terms and conditions of the Payment Card Program processes and procedures.

This signed. orizinal form st be on fle with the Texas A&M AznLife Dishursements office bafore allowing
uzagze by another smployes.

(Pleaz= sipn and et thiz form to Texas ASM Agilife Disbursements, Amention: Payment Card
Coordinasor, 1147 TAML, Collegs Station, TX 77843-2147)

| Origrinal Sigrotums & D Boguired |
Cardhalder Hame irrisitupe) Cardholder Signatare Daie

| Oirisginal Sigrorhums & Dot Rasguired |
Deept Uit Acct Sipper Mams Diept.Unit Ao, Signer Signamare Date

St by reqquires that yoa be mformed of the: folloming: (1) you are exfited o mgaest o be informod aboat e information abom
yoremalf collocmed by use of this form (with & e sxcoptions s provided Ty bw); (2) you are enditled to recaive and rnvdew dat
mﬁmﬂiﬂu:nd.[ﬂ?wnmmﬂhimh:mﬁﬂhﬁmﬁmmmmdmphnm

To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-613.pdf



http://agrilifeas.tamu.edu/library/pdf/forms/ag-607.pdf
http://agrilifeas.tamu.edu/library/pdf/forms/ag-613.pdf
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-614.pdf
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-617.pdf
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/ag-817.pdf

AG-517 (D8/2012) TEXAS A&M

Texas A4M AgriLita GRI l_.l FE

Administrative Senices — Disbursements

Missing Receipt Documentation
Fayment and Trawvel Cards

Transacmon Amowns 3

iem{s) Purchased (please Remize):

fem{s) Purchased for (inciude IRS SW's for busmess meals):

Carmiicanon

! {candholger name) cartfy that the above purchase was
SLECrzEd by e for AQEncy business. 3nd| that there was no unalowabie tax on this purchase.
Andtionaly, If 3 business meal was purchasad, | Nave documented te IRS SW's and | e aicohol purchased
separaiaty, and have Indeated an unrestricted account for the Alcool change.

Name [Plgase Pring)

COriginal Signawre Required ﬂﬂEma] Signature Reguired
Signamre Dot

Ciriginal Signature Required Original Signature Reguired
Deparmment Approval Diate



http://agrilifeas.tamu.edu/library/pdf/forms/ag-817.pdf
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To access this form visit: http://agrilifeforms.tamu.edu/citibank-cardholder-dispute-form-non-travel.doc

-
citigroup.
corporate and
investment banking
Citibank® Commercial Cards

Cardholder Dispute Form
Inguirer's Name: Date:

Cardholder's Name:
Account Number: - - - - - N o - - - - - o, o= -

Cardholder: Please provide a copy of any information / forms requested below along with the statement where the disputed charge
appears and send via fax or mail to:
FAXTO: 605-357-2019 OR MAIL TO: Citibank™ Commercial Cards
701 E. 60" ST. N Mail Code 3270
P.O. BOX 6125
Sioux Falls, S.D. 57117

This form must be filled out completely and forwarded to Citibank and appropriate Agency Officials (as determined by your intemnal
procedures) within 60 calendar days of the disputed charges’ posting date so that we may investigate.

Transaction Date: Dollar Amount of Charge: $
Merchant:

Cardholder Signature:

Please read carefully each of the following descriptions and check the one most appropriate to your particular dispute. If you
have any questions, please contact us at 1-800-248-4553 (overseas call collect, 904-954-7850). We will be more than happy to
advise you in this matter.

* UNAUTHORIZED TRANSACTION
[ ] | have not authorized this charge to my account

« DUPLICATE PROCESSING—THE DATE OF THE FIRST TRANSACTION WAS .
[ ] The transaction listed above represents a multiple billing to my account. | only autherized one charge from this merchant for this amount.
My card was in my possession al all times.

*» MERCHANDISE OR SERVICE NOT RECEIVED IN THE AMOUNT OF §
(Please provide a separate statement detailing the merchant contact, and the expected date to receive merchandise.)
[ ] My account has been charged for the above transaction, but | have net received the merchandise or service. | have contacted the merchant
but the matier was not resolwed.

« MERCHANDISE RETURNED IN THE AMOUNT OF §
(Please provide a separale statement detailing the merchant contacl, and the expected date to receive merchandise.)
[ ] My account has been charged for the abowve listed transaction, but the merchandise has since bean returned.
****Enclosed is a copy of my postal or UPS receipt.”™"*

» CREDIT NOT RECEIVED
[ 1 | hawe received a credit voucher for the above listed charge, but it has not yet appeared on my account. A copy of the credit voucher is
enclosed.

« DIFFERENCE IN AMOUNT
[ ] The amount of this charge has been allered since the time of purchase. Enclosed is a copy of my sales draft shawing the amount for which |
signed. The difference of amount is § )
» COPY REQUEST
[ ] | recognize this charge, but need a copy of the sales draft for my records
» SERVICES NOT RECEIVED: Plea: nclose a arate staternent with the d f the merchant contact and re

[ 1 have been billed for this transaction; however, the merchant was unable to provide the services.

[ ] Paid for by another means. My card number was used to secura this purchasa, however, the final payment was made by check, cash, or
another credit card. [Enclosed is my recaipt, canceled check (front and back), copy of credit card statement, or applicable
documentation demonstrating that payment was made by other means.

« MNOT AS DESCRIBED

[ 1 The item(s) specified do not conform to what was agreed upon with the merchant. (The cardhelder must specify what goods, services, or
things of value were received. The cardholder must have attempted to return the merchandise and state so in his/her complaint.)

+ If none of the above reasons apply:
Provide a complete description of the problem, attempled resolution and cutstanding issues. Use a separate sheet of paper and sign and date your
description statement.

Public Sector Dispute Form
PS003 Fimal 05/18/06

© 2006 Citicorp. All rights reserved.
CITIBANK, CITI and Arc Design, CITIGROUFP and the Umbrella Device are frademarks and service marks of Citicorp or its affiliates and are used and
registered throughout the world.


http://agrilifeforms.tamu.edu/citibank-cardholder-dispute-form-non-travel.doc
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To access this form visit: http://agrilifeas.tamu.edu/library/pdf/forms/tx-sales-and-use-tax-exemption-
certification.pdf

D u!.:ﬂ !.q'ln .

::mzhl--m:\ Ll e b )
- ——a

TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION [ o o e

Harra of purcaser, BT or sgeacy

Ardrmm (Tomsl d corebar PO Do o Docds asebar Frers: (e couls mnd’ ressa

i, Shwea, TIP coda

1, the purchassr named aoove, claim an exemption from payment of saies and use taxes for the purchase of =Ehie
[tems described befiow or on the attached order or Ireoics form:

Seder

Siresl addness City, Siafe, IF code,

Desomiption of Rzms o be purchasad or on e atisched onder or Imaoice

Al purchases of Tece AEM AgnlPe Fsesanc®, Teurs S5M Ageilite Extenskos Servion, of Tevas A% 6 Pt el O
[l

Furchaser claims this srempdon for the folliowig resson

This property i biing seoored bor the axciusive use of the Slebe of Tawrs.

| undersiand that | will be lkabie for yyment of sales o use taees which may become due for fallure o comply with T provisions of the
Tax Codie: Limiied Eales, Excise, and Use Tax Aot Municipal Sales and Use Tax Act; Sales and Lise Taxes for Special Purpose Taxing
Authorties; County Sales and Use Tax Act County Healh Exrvices Sales and Use Tax, The Texas Health and Eafety Code; Special
Frowisions Redating fo Hospial Diskrids, Emengency Senvices Disirids, and Emergency Senices Districts in counties with a population
iof 125,000 or kess.

T undeysiand et is & oriminagl ofsnse fo phe a0 exempdion cenfoes io fre sefisr irbeabie Bemes dhat | know; af e Bme of purchase,
Wl be wsed ko @ manneroifer ffan hat aypressead o dhis centicais and, depenalng on fre amowy of iy svaded, e ofenses may ranpe
from a Ciase © misgemeanor D 2 fslony of e second depres.

Pre?

MOTE: This certicate cannot b szued for the puchase, iexse, oF rental of @ molor wehide.
THEE CERTIFICATE DOEE NOT REQUTRE A NURIEER TO BE WALID.
Sales and Uz Tax "Exempbion Numbers® or "Tax Exempt™ Numibers do not exist.

This certticabe shouid be Sumished 1o the suppler. Do not send the complsied cerfficate o the Compiroller of Pubiic Accounts.

ATTACHMENT J — Violations
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