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CARDHOLDER GUIDE

Contacts / Resources

Event Card Program Administration:

Nimfa Damm ...............ndamm@berkeley.edu...............(510) 642-1774

Event Card Program Administrator                                     Fax: (510) 642-6803

US Bank 

Customer Service/Dispute/Lost/Theft/Fraud..………….800) 344-5696

   Fax: (701) 461-3463

Assessment and Analytical Services:

Louis Smith................louissmith@berkeley.edu.................. (510) 289-9754
Sponsors:

John Ellis/Deborah Kallman
Controller’s Office
Lila Mauro/Richard Taylor
Business Services/Procurement Services 

ven_bsvm@berkeley.edu" 
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The Event Planner Card Program

The University of California, Berkeley’s Business and Services Bulletin BUS 43 Part 8, and BUS 79 set forth basic policies and requirements for the University's Event Planner Card program.

It is the University’s responsibility to ensure that transactions under its Event Planner Card program are supported by adequate policies, procedures, and management controls to guard against fraud, waste or abuse, and the incurrence of unallowable costs under federal contracts and grants.

The card provides the Event Planner the ability to conduct University business in coordinating all social events and ceremonies sponsored by the College/School/Divisions and authorized Business Officers.  Examples of events include receptions, luncheons, dinners, and other meetings and events as appropriate.  The Event Planner oversees the purchase of goods and services for events and in doing so, has authority to make purchases within the single-purchase limit of the Event Planner Card.
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The Event Planner Card

The Event Planner Card is a University credit card, issued to designated Event Planner employees of the University, to enable the timely purchase of goods and services for events costing up to $35,000 per single purchase (including taxes, shipping, and handling). 

The issuing bank for the Event Planner Card is US Bank.

Benefits of Using the Event Planner Card

Departments participating in the Event Planner Card Program will see increased efficiency and convenience by eliminating the need for purchase orders by purchasing from vendors who accept the Visa Card. This will speed up processing time for purchasing goods and/or services. 

Other benefits include:

· Online billing which reduces overall paperwork and processing time involved in purchasing

· Departments gain access to a larger vendor base, as well as discounts from some vendors due to rapid payment terms

· Credits are processed by the supplier and applied directly to the account originally charged

· Rapid online billing and reporting allows the department to audit card purchases and update financial reports in a more timely manner

· Reduction in use of staff’s personal credit cards and claims for reimbursement

· Reduction in requests for petty cash

Which Vendors/Suppliers to Use?

The Event Planner Card may be used wherever the Visa Card is accepted. The supplier does not need to be an agreement vendor or be on a special list.
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What You Can Buy Using the Event Planner Card

Purchases that can be made with the Event Planner Card include:

Vendors

 Merchant Category Code (MCC)
Airlines

3000-3350, 4511  (only for keynote speaker)
Bakeries

5462

Catalog Merch.
5964

Caterers

5811

Cleaners

7216

Copy/Reprod.
7338

Equip/Furn. Lease

or Rental

7394

Florists

5193, 5992

Glassware/Crystal Stores 
                                                

Grocery Stores
5310, 5411, 5499

Hotel


3501-3800, 4000, 7011

Industrial Supplies
5085

Laundry

7211

Misc. Food Stores
5499

Misc. Gen. Stores
5399

Parking

7523

Photofinishing/Dev7395

Restaurant

5812

Stationary Stores
5111, 5943

Taxi/Limo

4121

Variety Stores
5331

Yacht Club


        

Note: The Event Planner Card may also be used at these businesses: International House, Alumni House, the Faculty Clubs (for the rental of meeting rooms), and the Cal Student Store.                  
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What You CANNOT Buy with the Event Planner Card

The following goods and services CANNOT be purchased with an Event Planner Card: 

· Personal Travel Expenses (lodging, meals, rental car, etc.)

· Cash advances or cash-back purchases

· Inventorial Equipment

· Gift Certificates 

Online Reporting Requirements

Each Cardholder will have online access from US Bank to review their reports daily.

Cardholder Administrators will have access from US Bank to review each Cardholder’s report within their control.

Card Administrators will have online access from US Bank to review all Event Planner & Event Planner Card daily reports.

The Travel Manager & Disbursements Manager will have online access to US Bank to review all Event Planner & Event Planner Card daily reports.

Cardholders are required to:

· Complete the Event Planning Card Expense Authorization form (attachment A) within 15 calendar days after the expense comes into BFS online 

· Be in compliance with BUS-79 at all times regarding expenditures for entertainment, business meetings and other related activities

Chartstring changes can be made within 15 calendar days after the expense comes into BFS online, although the original amount is protected, expenses can be reallocated within the same time frame.  

Departmental approval is required via signature on the Verification Statement.
In addition, an appropriate signature is required as outlined in BUS-79 for each entertainment expense or event. The signatory section is included in the Event Planner Card Expense Authorization Form.
Roles and Responsibilities

Included here is a brief description of the roles and responsibilities of those involved in the Event Planner Card program: 

Event Card program Administrator (Administrator) – Responsible for the oversight and management of the Event Planner Card program.

Event Planner Card Administration - Responsible for the day to day operations of the Event Planner Card program. 

Authorized Signer - Depending on the size and/or authorization level as defined within your unit, the Authorized Signer may be the Director, Manager, Supervisor, or Analyst of a unit. This person's information should be listed on the Event Planner Card Memorandum of Agreement which is on file in Event Planner Card Administration.  As the Authorized Signer for the Event Card program, accepted responsibility includes accountability for Department compliance with the Event Card program requirements.  A summary of the responsibilities as the Authorized Signer is listed below.  If the Authorized Signer chooses to delegate some or all of the following responsibilities to other Department personnel, ultimate responsibility still falls on the Authorized Signer.

Authorization – Authorize new cards, set credit limits, and approve changes to limits and card program policy.

Administration - Maintains Department record of Cardholders and card limits, ensures that Cardholders are trained in the Department’s internal Event procedures and forms, periodically reviews the need for the cards that are assigned to Department Cardholders as per UC Business & Finance Bulletin BUS 43, Part 8, Section IV, and D, notifies Event Planner Card Administration of loss, theft, fraud or misuse of the card, notifies Event Planner Card Administration as soon as possible when a Cardholder leaves the Department so that the account can be closed, Notifies Event Planner Card Administration if the business officer or other delegated Administrator leaves the Department.  The Department is the official Office of Record for all documentation regarding individual purchases charged to the Department’s Event Planner Card(s).

Verification and Controls

The Department is responsible for monitoring and reviewing all Event Planner Card activity to ensure that the following occurs:

· Cardholders comply with UC Purchasing and Entertainment policies

· Duties are appropriately separated

· Documentation requirements are met

· Reconciliation is timely, accurate and complete, including accrual of use tax when required

Delegated Signer: A responsibility delegated by the Authorized Signer. The Delegated Signer is considered the backup to the Authorized Signer. Depending on the size of the unit, it is recommended to assign this delegation.

Account Manager: A responsibility delegated by the Authorized Signer. The Accounts Manager is responsible for changing default chartstring information for Cardholders, and is responsible for maintaining the Event Planner Card Speedchart database in BFS. Depending on the size of the unit, the Authorized Signer may choose to retain this delegation.

Department Contact/Liaison: A responsibility delegated by the Authorized Signer. The liaison submits account forms to Event Planner Card Administration and ensures that new Cardholders are trained on internal Event Planner Card policy and procedure. This person may be contacted in the event the Authorized or Delegated Signer is unavailable.

Listserv Owner: A responsibility delegated by the Authorized Signer. Because the department is required to maintain an electronic mailing list to enable receipt of electronic email statements, the list owner is responsible for maintaining the listserv, and therefore is responsible for adding and deleting subscribers to the list, and testing the listserv to ensure it delivers the email statements. All Cardholders, reconcilers, and verifiers should be included in the department listserv that was set up for the Event Planner Card program.
Cardholder: The Cardholder is an individual who has been delegated written authority to use an Event Planner Card by the campus Procurement Operations Manager. A signed Cardholder Account Form for the cardholder should be on file in Event Planner Card Administration. 

Cardholder is required to:

· Attend New Cardholder training

· Read the User Guide and other class handouts

· Maintain a file of these materials

· Update files when notified of changes to policy and procedure

· Read, sign, and return Event Planner Card Delegation and Agreement when you first receive an Event Planner Card, or when issued a replacement card

· Sign the back of the Event Planner Card

· Not allow others to use your card

· Safeguard the credit card number

· Keep the Event Planner Card in a secure place
· Meet with your Department Manager or their delegated liaison to learn the Department Event Planner Card procedures before using the card

· Place orders directly with the vendor

· Know transaction and credit limits and abide by them

· Maintain a transaction log, or prepare order forms so that each use of the Event Planner Card is recorded

· Obtain purchase documentation (e.g. sales receipts, packing lists, and required signatures) and process according to your Department Event Planner Card procedures

· Check all electronic email statements for activity under your name

· Resolve discrepancies with your supplier; arrange for credits and returns

· Provide the vendor # for all vendors flagged with no vendor # on email statements

· Reconcile purchase documentation to the Verification Statement; be sure to make available to reconciler within the 15-day staging period

· Be aware of the consequences of Event Planner Card misuse

· Complete the Event Planning Card Expense Authorization and Documentation form to support expense receipts

The Event Planning Card Expense Authorization and Documentation form must be completed and signed according to policy in BUS-79 for each entertainment receipt.
Call US Bank Customer Service (1-800-344-5696) if you:

· Have a transaction that is declined

· Need to research a charge

· Need to check if (or when) a charge posted

· Lost your card

· Find your card was stolen

· Find evidence of fraudulent use (be sure to complete the Loss/Theft/Fraud Report)

· Need to dispute a charge (be sure to complete the US Bank Dispute Form)

Note: For reporting fraud or disputing a charge, a claim must be filed within 60 days of the end of the cycle in which the transaction occurred.

Cardholder must surrender the Event Planner Card upon:

· Termination of employment

· Transfer or relocation

· At any time as directed by your supervisor or Event Services 

Be sure to cut the card in small pieces before turning the card in.

The Event Planner Card:

· Is University property

· Is issued to one individual (the Cardholder)

· Cannot be used to obtain goods or services for personal use

· Cannot be used to obtain goods or services for non-University activities

Cardholder may not share the card account number with anyone, including any other University employee.

Reconciler: The Reconciler works closely with the Cardholder and is responsible for: 

· Assembling documentation for an Event Planner Card purchase

·  Making sure all itemized details, certifications of receipt, and authorizations are present 

· Reconciling a Cardholder’s Event Planner Card transactions in BFS, to correct and/or ensuring the following information has been entered: vendor number, taxes paid, chartstring, purchase description, adjustments to clear dates. Note: Cardholder email must be on the Departments listserv to receive Event Planner Card email statements

· Attending a Reconciler Training class

· Following program policies and best practices

· Updating files when notified of program changes

· Reconciling within the 15-day staging period

· Allowing time for the verification process

· Having a backup reconciler

· Working closely with Cardholder to ensure all paperwork to support purchases have been received in a timely manner

· Assembling documentation and making sure all itemized details, certifications of receipt and authorizations are present

· Modifying Event Planner Card transactions in BFS and ensuring that correct information is entered, i.e. adding notes in BFS to explain discrepancies and/or showing adjustments made, and giving paperwork to verifier for final review

· Completing the Event Planning Card Expense Authorization and Documentation form to support expense receipts

The Event Planning Card Expense Authorization and Documentation form must be completed and signed according to policy in BUS-79 for each entertainment receipt.

Verifier: The Verifier is responsible for reviewing purchases made by the Cardholder. The Verifier is also the person who signs the Verification Statement upon completion of the verification process. The verification process includes: 

· Verifying that a purchase and its documentation are in compliance with University policy

· Verifying that BFS transactions are reconciled to the paperwork for correct vendor and tax information. Note: It is recommended that the Verifier be an individual at a supervisory level and not a subordinate of the Cardholder

· Verify that the Event Planning Card Expense Authorization and Documentation form(s) have been properly completed and appropriate signature(s) are in the proper fields according to the policy in BUS-79 

The Verifier must:

· Know and follow the University’s policies and best practices

· Be on the Departments listserv

· Receive Event Planner Card email statements

· Attend a Reconciler & Verifier Training class

· Verify within the 15-day staging period

· Have a backup verifier

· Read all notices received from the Cal Mail Event Planner Card Reconciler & Verifiers listserv

· Read notices sent to the Event Planner Card community listserv

· Maintain a file for all program policies changes

· Maintain a file for Cardholders’ credit limits

· Know the details of any exceptional purchase approvals

Controls

Card Controls

The individual whose name appears on an Event Planner Card is responsible for protecting that card and is accountable for all purchases made using that card number. 

Neither the physical Event Planner Card nor its number should be shared with or transferred to any other person. 

To safeguard against the unauthorized use of the Event Planner Card, all orders placed using an Event Planner Card should be made only by the Cardholder. 

Although the Event Planner Cardholder is subject to disciplinary action if the card is misused, liability for Event Planner Card charges resides with the University, not the Cardholder. 

Before issuance of an Event Planner Card, each Cardholder shall be required to sign a Delegation and Agreement form, which is a statement acknowledging receipt of the card and agreeing to be bound by the terms and conditions of University Event Planner Card use.

Cardholder Limits Controls

Limits for Event Planner Card purchase activities are set by departments when they complete the Cardholder Account Form (CAF) and are electronically enforced at the point-of-sale. 

Cardholder limits include:

· Dollar limit per transaction ($35,000 maximum, including tax, shipping and handling)

· Dollar limit per cycle as determined by the department

· Dollar limit per day as determined by the Department

· Number of transactions per day 

· Number of transactions per cycle 

· Cycle period refreshes on the 11th of each month

· Limits on type of vendors allowed [MCC]

Note on Summer Session: The Event Planner Card will have MCC Codes for travel purchases, decline balances, and a controlled usage period.

The Event Planner Card system may decline transactions for the following reasons:

· Vendor made a data entry error when authorizing the transaction, such as a card expiration date incorrectly entered

· Transaction exceeds one of the card limits 

· MCC that is blocked from the card is used by the cardholder

If this occurs, Call Customer Service at US Bank (1-800-344-5696) or Access Online – US Bank.  They will advise you on what happened. (Should you need to increase your card limits, you should submit a Cardholder Account Form to your Authorized Signer.)

Merchant Category Codes (MCC) Restrictions

The Merchant Category Code (MCC) is a four-digit number that indicates the type of goods a merchant sells. 

Because Event Planner Cardholders are restricted from purchasing certain goods or services, Event Planner Cards have been programmed at the bank level to exclude unauthorized merchant category codes.

When a Cardholder attempts to make a purchase, the merchant’s 4-digit MCC code is automatically checked at the point of sale. Only the merchant whose MCC is not blocked will be processed. 

In some cases a Cardholder has no other alternative but to use a blocked merchant type on a regular basis for allowable expenses. 

An Event Planner Card can be unblocked for that merchant type:

· Upon special department request

· With the approval of the Executive Director of Event Services

For further information on using blocked merchant types, contact Event Planner Card Administration at 510-643-1774
Chartstring usage

Purchases using the Event Planner Card will default to a departmental chartstring. 

Note:  Once the transaction has entered BFS, if you find the need to change the account distribution information, you have 15 days to do so.

Department Listserv

An electronic mailing list (a listserv) is maintained by your Authorized Signer or his designee in order to automatically distribute the email statements (Verification and Download statements) to all Cardholders, Reconcilers, Reviewers and others as determined by the manager.

Email Statements (Verification and Download Statements)

All cardholders on the listserv (that is established and is maintained within your unit) should receive a copy of Event Planner Card email statements automatically approximately 2 days after an Event Planner Card charge posts at the bank.

In the event you do not receive a statement and a charge shows in BFS, check with another person on the department listserv to obtain a copy of the statement(s). 

When requesting a copy of your statement, be sure to provide the staging date of the email statement. In the event you receive only one of the email statements, you will need to use the one you received to reconcile your Event Planner Card charges.

Card Replacement

If the card has been damaged, lost, stolen or fraudulently used, the Cardholder may call US Bank Customer Service (1-800-344-5696) to report the problem. 

In the event a new or replacement card is issued, it will be sent to Event Planner Card Administration who will arrange for pick-up or delivery with the Cardholder.

In “no” instance should the Cardholder request or insist that the bank forward a credit card directly to them. Such actions shall be viewed as an attempt to circumvent the Event Planner Card Program controls and the card will be immediately cancelled. If this happens it will only delay your receiving the card.

Department Cards

The Event Planner Card is NOT a department card. The University does not issue Department Cards within the Event Planner Card Program. The individual whose name appears on an Event Planner Card is responsible for protecting that card and is accountable for all purchases made using that card number. 

Neither the physical Event Planner Card nor its number should be shared with or transferred to any other person.
Security Precautions

The Cardholder is responsible for protecting the card and is accountable for all purchases made with it. You should treat the UC Event Planner Card as you would a personal credit card or cash and use the same measures to protect it. The Event Planner credit card account number also needs to be protected. 

The Cardholder is the only person in the department who should know what the credit card account number is. 

Never send your Event Planner Card account number by email. 

Note: If the credit card account number is shown on receipts, it should be crossed out before submitting any receipts for reconciliation or verification.

Issuance of Event Planner Cards to Non-University Employees

Event Planner Cards are only issued to University staff.

Records Retention

The Department is the official Office of Record for all documentation regarding individual purchases charged to the Department’s Event Planner Card(s). Files should be maintained for a minimum of 5 years; longer if required by the fund source. 

All charges should be filed by Cardholder’s Name and in Transaction date order as shown in BFS staging area. All supporting documents/receipts must support the verification statement, and must also meet the requirements, policy and procedures on BUS79.

Event Planner Card Risk Minimization Program

The Risk Minimization Program states that: 

· Participants of the Event Planner Card Program are accountable for complying with the consequences of improper use of the University Event Planner Card

· Cardholder and Departmental responsibilities must be adhered to

· Annual review of unused and under-utilized cards will be performed by Event Planner Card Administration  

· Monitoring declined transactions and specific vendors is performed on a routine basis by the Assessment Team

Improper Use of an Event Planner Card

An Event Planner Cardholder or unauthorized individual who makes an improper purchase with an Event Planner Card will be responsible for payment of the charge. In the event that a particular expenditure was improperly made, the following will be required:

· The Cardholder will make a payment to the UC Regents 
· The department will complete the appropriate documentation and mark it “File Copy Only– Credit Must Be Issued” then forward a copy to the campus Disbursements’ office.

· A copy of the improper use charge will be forwarded to Event Planner Card Administration

· The original documentation will be retained in the department (Office of Record)

· The credit card limit will be reduced to $1.00, a complete audit  performed, and the recommendation presented by Internal Audit to UCOP-Treasurer’s office for action

Note: Improper use of an Event Planner Card by an employee may be grounds for disciplinary action and may result in cancellation of the individual's card.

Separation of Duties

The principal of separation of duties must be observed.  Because the Cardholder places the order, an individual other than the Cardholder (and not a subordinate of the Cardholder) must:

· Authorize the purchase

· Certify that the event took place

· Verify that the expenditures listed on the Verification Statement are supported by the required vendor receipts and department documentation

· All delivered items are received

Training Requirements

· Before an Event Planner Card can be issued, the prospective Cardholder must complete the new Cardholder class that is scheduled and taught by Purchasing Operations. Department staff who reconcile and review  card purchases may also attend this training. An annual refresher course is required for cardholder to attend. 
· Reconciliation/Review Process will be offered as a separate course. An annual refresher course is required for Reviewers. 
· Refresher courses (annual) Cardholders and Reviewers are required to attend annual refresher training. you will get a reminder from Event Card Administration when it is time for you to take a refresher course.

Reconciliation,  and Internal Review Processes

Reconciliation and Review of an Event Planner Card charge must be performed during the 15-day staging period. Reconciliation should be conducted on a timely basis—within 2 to 5 days of receipt of the email statement, and in enough time to allow for completion of the Verification process. 

If a particular transaction is disputed, the Cardholder must notify the bank as soon as possible, but no later than 60 days from the date of purchase. 

Depending on inter-departmental procedures, BFS reconciliation may be performed by either the Cardholder or someone other than Cardholder.

Expenditures listed on the Verification (or Download) statement shall be reconciled to BFS and supported by an adequate description of the expenditure on at least one supporting document, and by evidence that the items listed were received (e.g., a packing slip).  

As part of the review process, a department shall perform the following internal reviews:

Reconciliation Review Process
The Reconciler assembles supporting documentation to hand to the Verifier and must meet the following minimum requirements:

· Evidence that expenditure was properly authorized

· The expenditure is described in sufficient detail on at least one document (vendor invoice, packing slip, etc.). Event Planning Card Expense authorization and Documentation form

· There is evidence that the items sold by the vendor were actually received/distributed

 Review Process

Review process must be performed by someone other than Cardholder and not a subordinate to the Cardholder.  

The Verifier confirms that the following minimum requirements are met:

· Evidence that the expenditure was properly authorized

· The expenditure is described in sufficient detail on at least one document (vendor invoice, packing slip, etc.).  "Miscellaneous supplies" is not sufficient

· There is evidence that the items sold by the vendor were actually received/distributed

Internal Review Process

The Internal Review Process includes a selection of purchase documents and is conducted by an employee other than the individual who authorized the purchase or placed the order. This BUS-43 requirement will ensure that the following minimum requirements are met:

· The expenditure was properly authorized

· The expenditure is described in sufficient detail on at least one document (vendor invoice, packing slip, etc.). Event Planning Card Expense authorization and Documentation form

· There is evidence that the items sold by the vendor were actually received

Making an Event Planner Card Purchase in Person

As you present your card for payment, ask if the vendor can transmit “Level II Transaction Data", and if their credit card terminal prompts for sales tax.

Read the charge slip before signing it and check that the dollar amount is correct. Look for any unexpected terms or conditions, and ask if you can return or exchange. Some sales are final and your signature means you accept the goods “as is” – in which case you need to inspect the merchandise before signing the charge slip.

The vendor must provide you with fully itemized receipts. This could be an itemized charge slip, but usually you get a charge slip plus an itemized cash register receipt. An itemized invoice marked “Paid” is also acceptable.

If none of these are available, have the cashier run a calculator tape showing the item amounts, tax and total. Identify each item in writing and sign it before leaving the store.

Make sure that your customer code is written on all your transaction receipts and forward them to your department accounting staff for reconciliation.

Note: Make sure your vendor does not send an invoice to Disbursements by having the vendor change the “Bill-to/Ship-To” information in their billing system so that your department receives all transaction paperwork. 
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By Phone or Fax

· Give your name, card account number and expiration date to the vendor. Please ensure card security when giving this information where others may overhear or see it

· Ask if the vendor can transmit “Level II Transaction Data”, and if their credit card terminal prompts for sales tax.  If the answer is yes, provide your customer code for online processing along with the sales tax when applicable

· Provide your phone number, department name, and campus delivery address with room number and Zip+4-digit UC mail code 

· Ask for the expected delivery date

· Arrange for all receipts to be sent directly to your department. You will need an itemized list showing the cost of each item, sales tax, freight and total amount. This may consist of a packing slip plus a separate charge slip, an itemized invoice that is clearly marked “Paid”. A fully costed packing slip is also acceptable.

· Instruct your supplier to show your name and customer code on all transaction paperwork, and not to show your card account number.

Some vendors may request that you fax your card order with your account number and signature. They often pay lower transaction fees when using this procedure.

Confirming an order by Fax

There are times when you will want to send a confirming order by fax because the order is very detailed. In such cases it is not necessary to include your card account number.

Using the Card on the Internet

Make sure you are using a secure website (look for “https” and “closed padlock”). 

If your Card is Declined

If your card is rejected at the point-of-sale you can immediately find out why by calling Customer Service at US Bank (1-800-344-5696). You may have exceeded one of your card limits, or there may have been a data entry error made by the vendor.

Credits and Returns

By the time you see your charges in BFS, the vendor has already been paid by Visa. If you need to arrange for credit on a transaction, have the vendor process it on your card account. The credit will appear in BFS as a new transaction, with a minus sign in front of the amount. 

If your vendor cannot process the credit electronically and does not have a standard Visa card credit slip available, they can send Visa a credit memo on business letterhead. They should title it “Letter of Credit” and include the card account number and the amount to be credited. 

Before returning an item, be sure you fully understand the vendor’s return policy. If you are shipping the item back to the vendor, be sure it is adequately insured and document the delivery.

Billing Disputes

The Cardholder is responsible for resolving disputes with suppliers. You may have a problem with defective or incorrect merchandise, failure to receive merchandise, duplicate charges, failure to process credits or discounts, altered charges, or fraud. Contact the vendor and see if you can resolve the problem directly. 

Most suppliers will do their best to resolve any legitimate complaint.  If you are unable to reach an acceptable solution with the vendor, call US Bank 

(1-800-344-5696) to initiate the dispute process. 

Follow up by completing a US Bank Dispute Form and faxing it to them at 1-701-461-3463. To receive a copy of the US Bank Dispute Form, please contact Event Card Administration at (510) 642-1774
You may attach a letter or copy of your department paperwork in order to clarify your complaint. Mail or fax a copy of your paperwork to Event Planner Card Administration at (510) 642-1774 (on the copy to Event Planner Card Administration block out all but last 4 digits of card number). 

You must submit the US Bank Dispute Form within 45-60 days of the end of the monthly cycle in which the transaction occurred. 

Upon completion of the investigation, the Cardholder will be notified of the result in writing. The notice is sent to the work address on file at the bank for you. 

If the dispute is settled in your favor, your account will be credited for the questioned item. If you have not received the notice within a reasonable amount of time, call US Bank (1-800-344-5696).

Consequences of Improper Use of the Event Planner Card

To increase awareness of the types and consequences of improper use of the Event Planner Card, this document condenses the information found in the New Cardholder Guide and the Cardholder Acceptance Form. 

Improper use falls into two categories: 

· Cardholder misuse 

· Inadequate department control procedures

Note: The most common problems are found at the Cardholder level.

Improper Use by Cardholder includes, but is not limited to:

· Split Purchases

· Purchase of items on the Restricted Items List

· Purchase of Inventorial Equipment

· Lack of independent verification of receipt

· Inadequate documentation of purchase including but not limited to missing receipts

· Sharing the card account number with other University employees

· Continued failure to follow University policies and procedures

· Personal Purchases

· Cash &/or Cash-back Transactions

· Merchandise delivered to a non-University Business address

· Failure to report a lost or stolen card or fraudulent use of the card

Consequences of improper use will include one or all of the following:

· Card limit reduced to $1.00
· Written warning

· Re-training

· Suspension of the card

· Permanent closure of the card

· Disciplinary action up to and including dismissal by the Cardholder’s department

Immediate payment to the University shall be made for any personal purchase.

In instances where fraud is suspected, Audit and Advisory Services will be notified. Based on results from an investigation by Audit and Advisory Services, the campus Police Department or others, actions may include:

· Disciplinary action up to and including dismissal by the Cardholder’s department

· Criminal Prosecution

Inadequate department control involves systematic and persistent failures to:

· Accrue use tax during the Staging Period

· Produce adequate documentation

· Correct charges with account code errors

· Follow Event Planner Card procedures and controls

· Follow all Policies in BUS79

Consequences of inadequate Department Control may include the following:

· Reduce card limit to $1.00
· Retraining of the entire unit, including verifiers and authorized and delegated signers

· Written notification to senior management and the control unit officer

· Written notification to Audit and Advisory Services regarding the situation

· Written notification to UCOP Treasurer’s Office

For more information, refer to BUS 43, Part 8, Sections V D and VI O. & BUS 79.

Restricted Items

The University has restricted their purchase to individuals who have been trained and are subject to sufficient oversight to ensure the risks are properly mitigated.

The University has implemented special procedures for the acquisition of some  commodities and services:  Please see Procurement Services Restricted Items list and instructions and reasons(risks to the University):
http://businessservices.berkeley.edu/HtmFiles/RestrictItems.htm
Email Statement Samples

Sample of Verification Statement – the “easy to read” statement

UNIVERSITY OF CALIFORNIA - BERKELEY

Event Planner Card VERIFICATION STATEMENT

xxxxL CAMPUS DEPARTMENT

Event Planner Card STAGING DATE: 05/29/04 15 DAY CLEAR DATE: 06/13/04

* THESE TRANSACTIONS MUST BE PROPERLY VENDORED, RECONCILED AND

VERIFIED *

* DURING 15-DAY STAGING PERIOD. FOR INSTRUCTIONS GO TO: *

*

HTTP://WWW.BSRVM.BERKELEY.EDU/PROCURE/PCARD/E%20MAIL%20STATEMENT

S.HTM

***************************************************************************

CARDHOLDER: JOAN CARTER

PC# TAG# BRF# TAX ID# MERCHANT NAME AMOUNT

MCC TRAN DTE VENDOR ID VENDOR NAME

2593 1003 355293 731309500 DALKO OFFICE SUPPLY 5.96

5965 09/26/02 NO VENDOR#

EVENT PLANNER CARD TOTAL 5.96

PROCESSING UNIT TOTAL 5.96

VERIFIED BY __________________________ DATE ___________

STAGING DATE: in BFS, ready to reconcile

CLEAR DATE: charge moves to ledger

PC#: procode #, (last 4 digits of a Speedchart)

TAG#: tag number

BRF#: bank reference number

TAX ID#: Federal Tax ID (or TIN #)

MERCHANT NAME: as sent by US Bank

MCC: merchant category code

TRAN DTE: transaction date

VENDOR ID: BFS ID number

VENDOR NAME: vendor name in BFS

AMOUNT: total, including tax if paid

Download Statement

The Download statement provides more transaction data then the Verification Statement. It downloaded to a spreadsheet program such as MS Excel to be usable. Departments with a high volume of transactions and/or Cardholders may prefer this statement. From left to right the data represent the following information:

Chartstring (BU, Account#, Fund#, Org#, Program#, Project#, Flex Field)

Vendor ID

Bank Reference #

Total Amount

Cardholder name

Vendor name

City or phone number

State

Transaction Date

Post Date

Stage Date

Clear Date

Customer code (Procode and Tag #)

Tax amount (Level II vendors only)

MCC code

Loss/Theft/Fraud Report

A Loss/Theft/Fraud Report should be completed to report a lost or stolen card or fraud on your account. 

It should be signed off by:

· The Cardholder 

· The Authorized Department Approver on file as responsible for the Event Planner Card Program for the unit

When reporting theft or fraud on an Event Planner Card account, a police report is necessary. The case number is to be noted on the form. The Authorized Department Approver will need to sign the form and recommend whether or not the card should be replaced. Once completed, the form and any pertinent documentation should be forwarded to Event Planner Card Administration for processing. Final determination of whether a card should be replaced will come from the Purchasing Operations Manager.

Other Forms Available

W9 – Request for Taxpayer Identification Number and Certification

It is a requirement that you provide this form to new vendors prior to doing business with them.

Reconciler Assignment Request Form

This form is to be completed either when setting up a reconciler or when a reconciler cannot see a Cardholder’s transactions in the Reconcile Statement area of BFS.

To set up a Reconciler to reconcile Event Planner Card charges is a 3-step process:

· Department must first ensure the Reconciler has been granted access to certain processing units in BFS and setup as a reconciler through BFS Security. (The web address for completing this task is  http://fbaccess.berkeley.edu/users/logon/logon.cfm/)

· Authorized Department Approver must submit a signed “Event Planner Card Reconciler Assignment Request” form to Event Planner Card Administration.

· Event Planner Card Administration must process your “Event Planner Card Reconciler Assignment Request” form.

Once the final step is complete, the Reconciler will be able to reconcile a Cardholder’s transactions in the Reconcile Statement area of BFS.
Individual Event Planner Card Delegation and Agreement Form

Upon receipt of a new Event Planner Card or replacement card, each Cardholder is required to read, understand and sign an Individual Event Planner Card Delegation & Agreement.

To expedite the processing of your Event Planner Card request, please refer to the following instructions for completing a Cardholder Account Form (CAF).

For New, Maintenance, Close, and Reactivate requests, use the CAF provided on the Event Planner Card Program website:

http://businessServices-qa.vcbf.berkeley.edu/Docs/
CardholderAccountForm.pdf

Submit your completed CAF to Event Planner Card Administration using ONE of the following two options:

· FAX your request to: Event Planner Card Administration @ (510) 642-6803

· MAIL your request to: Event Planner Card Administration Services, 6701 San Pablo Ave., Suite 218, Berkeley CA 94720-5600

How to request an Event Planner Card

A completed CAF is required when requesting a new card.  Complete ALL fields in the following sections:

· Section 1 – Cardholder Information

· Section 2 – Card Limits

· Section 6 – Business Reason and Justification

· Section 7 – Default Chartstring Assignment

· Section 9 – Other Required Information

The form should be endorsed by the Authorized Signer or the Designated Signer as noted on the Memorandum of Agreement (MOA) on file in Event Planner Card Administration in either Section 3 “Authorized Department Approver” or Section 8 “Authorized Department Approver”. 

Default chartstring change request

Complete only Page 2 of the CAF. A complete and valid chartstring is required and should consist of at least the following 5 fields:

· BU

· BFS Account

· Fund#

· Org

· Prog.

The Project Code and Flex Field are optional. Please provide if necessary on the default chartstring assignment.

Credit Card limit changes

Enter the Cardholder name. Complete only the field(s) you need to change.

If you are requesting a substantial limit increase you will need to complete Section 6, - Business Reason and Justification, located on page 2 of the CAF.

How to request changes to an Event Planner Card Account

All changes to an Event Planner Card account should be submitted on a Cardholder Account Form (CAF) and signed by the Authorized or the Delegated Signer on file in Event Planner Card Administration. 

If you need any assistance in determining who that person is in your unit, please contact Event Planner Card Administration at 510-643-8201.

When requesting a change to an account, check the box marked "Account Maintenance" at the top of the Cardholder Account Form (CAF). 

Enter the Cardholder name. (Do NOT enter the card number; Event Planner Card Administration will enter that information for you.) Fill in only those items that you are changing.

Name Changes

Enter the Cardholder’s new name. Make sure to provide the former name in the Special Instructions/additional information/comment section of form.

Address Changes

Enter the Cardholder name. Complete only the field(s) you need to change.

Processing Unit Changes

Enter the Cardholder name. Make sure to provide a complete chartstring when making processing unit changes. 

Note: This change can only be requested if the unit is currently participating in the Event Planner Card program, and is a part of a family of units for which the Authorized Signer is currently responsible.

How to close (or temporarily close) an Event Planner Card account

When requesting to close an Event Planner Card account, check the box marked “Account Closure” at the top of the Cardholder Account Form. 

Enter the Cardholder name. (Do NOT enter the card number; Event Planner Card Administration will enter that information for you.) The request should be signed by the Authorized Signer on file in Event Planner Card Administration. 

Should the Cardholder no longer need to receive the email statements, make sure to remove the Cardholder from the listserv.

How to reactivate an Event Planner Card account

A closed Event Planner Card account can be reactivated during a period of up to one year following the date the account was closed, provided there has been activity on the card within the past year. 

When requesting an Event Planner Card account reactivation, check the box marked "Reactivate Account" at the top of the CAF. Enter the Cardholder name. (Do NOT enter the card number; Event Planner Card Administration will enter that information for you.) The request should be signed by the Authorized Signer on file in Event Planner Card Administration. 

Make sure to add the Cardholder to the listserv to enable receipt of the email statements.

End of Cardholder Guide
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