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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 Mosaic, 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 Setup

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 Statewide Payments Team
* Requirements:
* Procurement Card request form

* Employee Procurement Card Agreement

* Cardholder must have an account in Mosaic with Credit Card Signature Authority department scan role, DSCAN

* Forms are submitted to CTR via DocuSign. Alternately, CFOs email forms to: 0SC-pP 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 Mosaic
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

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

* Cardholder must not share the card
e 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:
* Massachusetts 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

e 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:

e CTR
e 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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CAUTION: This emad originated from a sender outside of the Commonwealth of Massachusetis mail system. Do not click on inks or open attachments unies
content is safe.

We have identified unusual activity on business credit card account ending in ©388, in the name of IRRARIMRARTN

To avoid disruptions while using your card, please call our Fraud Specialists at 1.866.500.8262 (outside the U.S., call collect at +1.602.281.1055), or the number on the back of your card,

For faster assistance, please provide the follawing Reference Number: 5056,

Thank you,
Commercial Credit Card Fraud Servicing
Bank of America Merrill Lynch

1.866.500.8262/+1.602.231.1055

*NOTE - This email was sent from an automated system. Piease do not reply to this email since respoases are not monitored.

This message, and any attachments, is for the intesxded recipient(s) only, may contain information that is privileged, confidential and'or proprietary and subject to important ter
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Statements & Bill Paying

OFFICE OF THE COMPTROLLER




Statement Verification

Two Ways for Departments to verify statements:
1. Download from Global Access (easiest way!)
* Departments login to Global Access
e 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

Cardholders self-register their card account in GCA
(https://bankofamerica.com/globalcardaccess)

BANK OF AMERICA %7

Global Card Access

Login Create an account?

Apply for a new card

User ID

Check the status of an exsing application

Registration

Password

for new
users

Forgot User 1D / Password?

Need more help? Please contact your Program Administrator or call the number on the back of your card

Recommended Seftings About SSL Certificates & English ~

© 2020 Bank of America Corporation. All nghts reserved
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Global Card Access Dashboard

<

BANK OF AMERICA %7
Global Card Access Real-time

Coar) Nesnegenund balance
information

© John Smith @ « @«

Aletrls PIN Check

Account Summary Balances as o Dec 08, 2020, 10 20 AM CST

MIT My tasks
I MECE QU Gata LTt DASnTE et Ky Ty NO 165KS o1 s time
04 Dec, 2020 590.86 10,000.00 9,400.14
ERnce o st sSxemen | ast paymend O ‘k L
148 44 109 36 LICK acbons
View your PIN

i i P Menu to
& Rzaocent activity perform
Dot Desceipthon JRRRY | Maroe alests cardholder
'L:r‘-'; IGA COOMBARAH u’ 13, — tasks
View stminmnity
|r).: MCOONALDS COFFS S ; 1: j, Make a paymsnt
Transacion St D 042020 23 71 GMT
View details Transacion typs Fencing
of recent Cafc ype ! ’ Related links
transactions feterence numaer 039362 Link to

# Giobal Repartng and Account
Weschant categony FAST FOOD RESTALRANTS Works and Maragement

MENAN CAEOry o 5814 GRAM

T Works

April 9, 2026 OFFICE OF THE COMPTROLLER




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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Payment Processing

 Payment cycle is 25 days end to end

* Encumbrance transaction is required

* Billing usually ends on the 27th of the month

e Use vendor code VC6000251168, Bank of America

* Payment should be available in MOSAIC by the 15t 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

e Use INP/GAX transaction’s
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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

ltems 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 Transaction (all object codes can be used)

April 9, 2026 OFFICE OF THE COMPTROLLER



E31 - CREDIT CARD PURCHASES
FINANCE CHARGES

For finance charges associated with the use of approved
Commonwealth credit card contractor payments only

Use GAE Transaction

Try not to accrue finance charges!
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Commonwealth Procurement Card Policy

Commonwealth of flassachusetts &%,
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PROCUREMENT CARD (P-CARD)

EMectien: 1OT200Y
Lant Upduted: 3/26/21

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

The Commorraesith P-Card program aims to simplity aod expedite Department’s routing purchases
under 801 OMR 21.00, indudhng incidental purchases. The program can also be used to minimize
reimbursable travel processing Costs of as an altemative payment method, The P-Card purchasing
process includes pricing inquiry, order placemant, cefivory of goods, iwvoices anc voucher review, Also,

the P-Card program offers indwidual detalled purchase entries and streamlined payment entry and
disbursement processing, Addtionally, the Commorraealth P-Card will assist Departments in fulflilling
immedciate or non-office hour purchasing needs and dramatically shortens and simpifie; the paymant
cycle processing

Departments can use the P-card to purchase gocds, services, including travel expenses consistent with
established polices and procedures and the inteérnal controls of the Department,  Travel expenses
incluge, but are not limited to, the following

s Airfing ticket payments.

o Registration lee payimants;

e Vehide rental payments;

o Offico supples;

e Gasolne for rental vehices;

o Other Transpartation ticket payments,

*  Hotel foko payments including business reigted Costs Such 3s Dusiness phone charges and
business internet scoess, and

B Baranand Bd ool i ho oo il sd o s b Al s bl o el Sl Sh
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https://public.powerdms.com/MAComptroller/documents/1779658

P-Card Employee Agreement
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Credit Card Transaction Lo
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COMMONWEALTH OF MASSACHUSETTS PROCUREMENT CARD {P-CARD) TRANSACTION LOG

I Period From

Cardhalkder Name Department
Last Four Digils of Card Number | Phone

Cradd Limit "Manager's Name
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| Date | Vendee | Type of Purchase | Total ¥ Price | Ave
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Om - e e -

| Posted on Statemant Dated

[ Statement Totals Differance
Shosdd 2 Dosted

Cardholder's Signature Date Managear's Signature

Dste
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We're here to help!

Group Email Box: osc-p_card@mass.gov
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