
Procurement Card 
Training



Agenda

What is the Procurement or “P-Card”?
 Security of the Card
 Responsibilities
 Card Restrictions
 Statement Verification
 Payment Processing
 Forms and Policies
 Using Global Card Access and WORKS
 Reports and Notifications
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What is the Procurement Card Or “P-
Card”?
The Commonwealth Credit Card, the P-Card, is an alternate payment 
method.

If it’s paid through a GAX or INP in MMARS – departments can use a p-card 
for payment

P-Cards can be customized to meet departmental business needs:
• Profiles can be restricted to certain merchant category codes - air travel, hotels, subscriptions, gas
• When traveling cards can be issued for zero dollars, and then have the limits adjusted to fund the 

duration of the trip
• Restricted for to one vendor
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P-Card Set up
Department setup takes up to 2-3 weeks, requires Department Head signature

Individual cards take up to 4 days 

In an emergency, cards can be created by the next business day

Card is issued in cardholders name, no credit check is done against the employee

New Card Requests:

• Processed by CTR Payments Staff

• Requirements:

• Procurement Card request form

• Employee Procurement Card Agreement

• Cardholder must have a MMARS UAID with Credit Card Signature Authority department scan role, DSCAN

• Forms are submitted to CTR via DocuSign, alternately CFOs email forms to: osc-p_card@mass.gov
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Roles & Responsibilities
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Department Responsibilities
Indicate in the internal controls that the P-Card is being used as a payment mechanism

Departments may create policies and procedures or use the Commonwealth Policy and Procedures,  if 
creating their own they must be more restrictive than the Commonwealth’s

Require Cardholders to do receipts management (keep receipts for all purchase) for reconciliation and 
auditing

Departments have twenty-five days from receipt of the bill until the payment must be in the bank’s hands

Encumber in MMARS

Pay bill in full and on time

Provide documentation when requested from CTR or auditors
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CFO Responsibilities
Manage the program for the department

• Compile forms

• Answer department specific questions

• Audit program for compliance

Work with Comptrollers on:
• New cards

• Credit limits

• Increase credit limits

• Informing CTR when employees leave service or when they no longer require a pcard

Assign at least one department staff to view charges and download statements
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Cardholder Responsibilities

• Cardholder is required to sign the Commonwealth Procurement Card Employee 
Agreement form 

• Cardholder must not share the card

• Cardholder must report lost or stolen cards to the bank and their CFO immediately

• Cardholder is required to keep receipts and provide them to fiscal staff on a 
monthly basis

• Cardholders must dispute charges in a timely manner, by calling Bank of America
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Program Information
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Most Purchases are Tax Exempt
Tax exempt purchases:

• Mass Sales Tax

• Meals Tax

 Non-exempt:

•  Hotel Room Occupancy

• Federal Taxes that apply to a particular purchase

Many online merchants require an upload of the tax exemption certificate, reach out to CTR for a copy

Tax Exemption Number is printed on all p-cards as shown below:

 MA TAX EXMPT ID 046002284
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Program Restrictions

NO ATMs
NO Checks
NO Cash Back
NO Legal Services and Attorneys
NO Gift Cards
NO Personal use
NO Alcohol 
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Security
All users must safeguard their Commonwealth P-Card, cards can only be used by the 
cardholder. 

Lost and stolen cards 
• Cardholder must immediately notify both:

• Bank of America 1-888-449-2273
• Department CFO 

• The CFO then notifies CTR

Thefts and misuse must also be reported to:
• CTR
• State Auditor’s Office
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Fraud 
Protections & 
Alerts
Bank of America sends Fraud 

Alert emails if there is a 
suspicious transaction. 

Cardholder must call Bank of 
America to remove the hold 
on their account.
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Statements & Bill Paying
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Statement Verification

Two Ways for Departments to verify statements:

1.     Download from Global Access (easiest way!)

• Departments login to Global Access 

• Shows Summary amounts and Details spending

• Use “Total Payment Due”  same as “Ending Balance” to make payment 

2.   Use WORKS Online Website to get the “Spend Report” 

• Only shows Details spending transactions  
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Global Card Access
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Global Card Access Dashboard
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WORKS

In WORKS  Cardholders and Auditors can run reports

• Reports are available for Cardholders and Auditors

• A WORKS  User Guide including report running instructions will be 
distributed to users
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WORKS

 Every administrator 
(CFO/Auditor) must 
have a WORKS  
account login

 WORKS  is set up and 
administered by CTR
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Payment Processing
• Payment cycle is 25 days end to end

• Encumbrance document is required 

• Billing usually ends on the 27th of the month

• Use vendor code VC0000138161, FIA Services

• Payment should be available in MMARS by the 15th of the month after statement end date

• Mark the payment Single

• Never pull a check. Default to EFT

• Vendor Invoice Number is the 16 digit CORPORATE number plus MONTH/YEAR. This will 
make each payment unique

• Use INP/GAX documents 
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E30 - CREDIT CARD PURCHASES 

For payments to the approved Commonwealth credit card contractor for “petty cash” and 
“incidental purchase” items authorized to be purchased using a Commonwealth credit card 
issued to eligible departments in accordance with the credit card policy issued by CTR and OSD 

Items purchased may be those authorized by the Department Head for Commonwealth 
business only

For non-credit card purchases, see appropriate object class(es) 

Use GAE Document (all object codes can be used)
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E31 - CREDIT CARD PURCHASES 
FINANCE CHARGES
For finance charges associated with the use of approved 
Commonwealth credit card contractor payments only

Use GAE Document

Try not to accrue finance charges!!
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Commonwealth Procurement Card Policy 
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https://public.powerdms.com/MAComptroller/documents/177
9658

https://public.powerdms.com/MAComptroller/documents/1779658
https://public.powerdms.com/MAComptroller/documents/1779658


P-Card Employee Agreement
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Available in DocuSign
https://intranet.macomptroller.org/electronic-signatures/
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Credit Card Transaction Log
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Thank you for attending 
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We’re here to help!

Group Email Box: osc-p_card@mass.gov
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