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Administrative Council Meeting Minutes
Tuesday, June 14, 2016
President’s Office 9:00 a.m.
(Highlight in blue assignments that need to be completed)

VOTING MEMBERS PRESENT Guests
Dr. Doug Darling- President Preston Sundeen-DPAC Director
Stephanie Shock for Lloyd Halvorson- Vice President for Academic/Student Affairs
Laurel Goulding- Vice President for Institutional Advancement & Communications
Corry Kenner- Vice President for Administrative Affairs
NON-VOTING MEMBERS PRESENT
Cindy Brown -Faculty Senate Representative
Bobbi Lunday-Recorder
1) CALLTO ORDER/REVIEW MINUTES
a) Call to Order
i) The meeting was called to order at 9:02 a.m.
b) Review of May 31, 2016 Minutes
i) The May 31, 2016 minutes were reviewed and approved by council.
2) OLD BUSINESS
a) 700.18 Emeritus Status Policy (Faculty Senate)

i) Council approved of how the policy was written for faculty but decided to table the policy until adjustments

are made to include professional staff and administration. President Darling will work with HR Coordinator
Lillehaugen, VP Halvorson and/or Staff Senate to create policy language that includes faculty, professional
staff and administration.
3) NEW BUSINESS
a) DPAC (Director Preston Sundeen 9:30)

i) DPAC Director Preston Sundeen presented a budget and detailed plan for the land owned by LRSC currently
being leased to a farmer. Director Sundeen requested permission to farm the land to create class projects
to incorporate invaluable hands-on student experience into his program. Only one application of spray in
the summer would be required while students are gone. Local dealerships are willing to partner on
equipment and there are several research grants available to pay for time and herbicide/pesticides.
Community outreach like the pumpkin patch/corn maze were included in the plan. Director Sundeen
presented plans that either generate revenue or can be done as a public service. Two community gardens
are planned, strawberry patches, and hosting land judging competitions were just some of his ideas. He also
explained the risks that may be involved. Director Sundeen also discussed partnering with other program
areas on campus. VP Kenner reminded the council, LRSC owns another 4-5 acres of hay land. Preston
suggested that land could also be utilized by the precision ag program students by creating a no-till plot or
certified organic garden. President Darling commended Director Sundeen for his diligence and all agreed
the ideas were great and worth pursuing for the betterment of all phases of the program. VP Kenner
previously discussed the potential of the DPAC program using the land with the lessor. He will inform him
that the land will in fact be used by LRSC’s DPAC program going forward.

ii) Leading Edge Equipment would like to rent the DPAC facility to do a harvest clinic on June 28" much like the
planter clinic done previously. They are also requesting permission to host their social at the DPAC facility.

We enhance lives and community vitality through quality education.



b)

c)

d)

e)

f)

g)

Council granted permission but ask that Leading Edge Equipment purchase an indemnity policy for the
event. Preston will work with Risk Management Coordinator Lillehaugen on the necessary insurance.
President Darling will sign a permission form to allow the social to take place.

iii) Director Sundeen would like to attract other corporate sponsors to the program by allowing a Bayer Crop
Science sign to be placed sign on the DPAC building. VP Goulding expressed using caution when giving
signage space away on the building. A firm dollar amount should be defined and thought put into what it
would look like if there were several others added to the building. VP Kenner suggested visiting with other
institutions so we can model their on-going contribution plan. Bayer Science believes they are not ready to
commit on a monetary level and Director Sundeen doesn’t want to pass up the opportunity to attract more
attention to the program by using the sign. Council granted permission to post the Bayer Crop Science sign
on the grounds rather than on the building. Director Sundeen will work with the Advancement office to put
together a Marketing Portfolio to sell the ag program to corporate sponsors.

Purchasing Card Policy (Administrative Affairs)

i) Inthe “Purchasing Card Security” section of the policy, supervisors will need to let Accounting Assistant
Lundquist know which employees should have a Purchasing Card to be able to physically make purchases off
campus and she will obtain a card for each of them. Council agreed to approve the policy (attached below).
VP Kenner stated the administrative affairs office will create an exception form for authorization to use the
purchasing card to purchase specific items (alcohol, ammunition, team travel meals to include coaches,
etc.).

Travel Policy (President)

i) The Presidential approval for international travel used to be in policy and President Darling is requesting it
be placed back into the Travel policy. Council agreed the request was approved. (Attached below)

Use of “Priority Needs” Funds (Advancement)

i) VP Goulding discussed the request by VP Halvorson for additional funding for scholarship dollars for
Athletics at the Community College Foundation Board meeting. She explained that the Executive Committee
of the CCF board met and recommended monies be directed from music to athletics on a one-time basis.
$5,600 of the money that was held for Music scholarships will be reallocated to scholarships for Athletes for
FY17 and an additional $9,400 of Priority Needs funds will be allocated to scholarships for Athletes for FY17.

ii) GFAFB Director John Cowger requested Priority Needs funding of $500 per year for an honorarium to pay a
speaker for Faculty meetings held at the GFAFB. Council discussed and agreed the money will come from the
Academic and Student Affairs budget. President Darling requested PNF discussion continue at next meeting

to outline the priority needs.
Enrollment Report (Student Services)

i) Director Shock informed council enrollment is up 36 applications in degree seeking students.

Athletic Update (Academic/Student Services)

i) Director Shock gave an update on Athletics and reported the Booster Club has requested to change their
official yearly contribution to the college from $30,000 to the $42,000. $12,000 of the assistant coaching
salaries are currently being paid through the athletic camp funds. Camp fund operations are being
transferred to Booster Club control. The $12,000 salaries will be paid through LRSC Athletic funds, beginning
in FY17, and the funding will be provided by the Booster Club.

Department Updates

i) President Darling urged Council to have their departments sign up to help during the 75" in lieu of the Staff
Retreats. If individuals plan to be unavailable during the actual celebration, he asks they please volunteer to
help with the preparations.

ii) President Darling will be attending the SBHE Retreat in Washburn this Thursday and Friday.

We enhance lives and community vitality through quality education.



iii) VP Kenner reported the annual budget has been uploaded. He reminds everyone to help with year-end
close-out by submitting payment requests as soon as possible and to not order items that will not arrive by
June 30.
iv) VP Goulding reported Branches went to press last Wednesday.
v) Funding to proceed with the Auditorium has been secured and phase 1 and 2 will begin.
1) ADJOURNMENT
a) Meeting Adjourned at 11:55 a.m.

We enhance lives and community vitality through quality education.



LRSC FORM 228001 Rev. 10/2014

> ake Region PoLICY AND PROCEDURE MANUAL

State College CHANGE REQUEST FORM
NAME OF POLICY, PROCEDURE OR FORM CHAPTER NUMBER ARTICLE NUMBER
TRAVEL 400 06
REQUESTED ACTION: XI CHANGE 01 ADD [0 REMOVE

Text of Requested Change: (Continue on other side or attach a separate document.)

International travel requests must be submitted and approved by the President no less than ten (10) days prior to the
departure date.

HAS THIS CHANGE BEEN REVIEWED FOR CONSISTENCY WITH NDUS POLICY? | Reviewer Initials

YES 0 NoO BL
NAME OF LRSC GROUP SUBMITTING CHANGE REQUEST DATE
President’s Office 6/14/2016
SIGNATURE & TITLE OF SUBMITTER DATE
Bobbi Lunday, Administrative Assistant to the President 6/14/2016

ADMINISTRATIVE COUNCIL ACTION:

E/'REQUEST APPROVED OJ REQUEST TABLED FOR FURTHER REIVEW
Date:
[0  REQUEST NOT APPROVED ] REQUEST APPROVED WITH REVISIONS
Date:
LRSC PRESIDENT’S SIGNATURE DATE

¥ A W

The official original copy of the Change Request will be filed in the President’s Office and copies distributed
to the:

* Faculty Senate President * Staff Senate President
Final printed versions of the change will be distributed to the following for placement in paper manuals:

e Library Director e Administrative Affairs ¢ Academic and Student Affairs

e CCF/Advancement



Lake Region State College
Policy and Procedure Manual

SECTION 400.06

TRAVEL

N.D.C.C. §§ 44-08-04 (lodging and per diem), 44-08-04.1 (per Diem for long-term travel), 44-08-04.2
(travel advances), 54-06-09 (mileage) and 54-06-26 (reimbursement of one long-distance call per day).

The following procedures will be observed whenever reimbursement and use of a state vehicle are
involved.

1.

Expense reports will be submitted on a Travel Expense Voucher at the end of each month and
paid after being approved by the supervising administrator.

Employees are encouraged to use a State Fleet vehicle for business use. Mileage
reimbursement for business use of a privately owned vehicle, regardless of type, will be at the
rate in effect at the time of travel for the Sedan/Wagon vehicle category listed on the North
Dakota Department of Transportation State Fleet Services Rental Rates schedule. For special
circumstances listed below the reimbursement rate will be the Privately Owned Vehicle Mileage
Reimbursement Rate established by the U.S. General Services Administration (GSA).

a. Arequest for a State Fleet vehicle was received at least one week prior to the planned
travel date and it was determined by Lake Region State College that no State Fleet
vehicle would be available, or

b. Lake Region State College has determined that the provision of a State Fleet vehicle is
not generally feasible where the employee is physically located, or

c. Permission has been granted by the employee’s supervisor due to unique
circumstances. An explanation of the unique circumstances must be included on the
employee’s Travel Expense Voucher and signed by the supervisor.

d. When a privately owned vehicle, regardless of type, is used, miles to and from the
destination city, plus 5 miles per day, will be the only reimbursable miles.

Departure time is listed as the time of departure from your home base. Arrival time is listed as
the time of arrival at your home base.

Miscellaneous Travel Expenses -

Reimbursement may also be requested for such necessary miscellaneous travel expenses as
registration fees, car rental, taxi fares, toll fees, business telephone calls, parking fees and up to
$5.00 per day for personal telephone calls while in travel status. All miscellaneous travel
expenses claimed on the travel voucher must be individually identified and explained. Receipts
are required for all individual miscellaneous travel expenses exceeding $10.00.

Tips And Other Charges -

Reasonable tips and service charges, not to exceed $5.00 per tip, that are a necessary part of the
business trip are reimbursable. Examples include: tips to bellhops and taxicab drivers. Taxicab
receipts exceeding $10.00 must be signed by the employee and include the tip on the receipt if
applicable. No reimbursement is allowed for tips on meals that are covered by the meal
allowance.



The expense allowance for each quarter of any 24-hour period is as follows (subject to change):

Meal Allowance In-State Out-of-State
1. First quarter, 6am to 12pm $7.00 20% of GSA M&IE rate
2. Second quarter, 12pm to 6pm $10.50 30% of GSA M&IE rate
3. Third quarter, 6pm to 12am $17.50 50% of GSA M&IE rate
4. Fourth quarter 12am to 6am

a. In-State Lodging: Maximum of ninety percent of the GSA rate for lodging in
North Dakota plus applicable state and local taxes. As of October 1, 2013, the
GSA rate for lodging in ND was $83, therefore the maximum amount that can be
claimed is $74.70 plus applicable taxes ($83 x 90% = $74.70). The GSA will
update their rates periodically during the biennium and the allowable lodging
reimbursement will also change at that time.

b. Forlodging rate exceptions, see OMB Policy 505. If State rate is not available,
employee must provide documentation of three (3) lodging quotes from hotels in
the area.

5. Travel expenses may not be reimbursed without an approved Travel Authorization Request.

6. If travel advance is needed, Travel Authorization Request must be submitted one week prior to
departure time.

7. All travel utilizing college or other public funds require prior approval from their supervisor. Out
of state travel requests must be submitted and approved by their supervisor no less than ten
(10) days prior to the departure date. International travel requests must be submitted and
approved by the President no less than ten (10) days prior to the departure date.

History

Administrative Council Approved 400.06 (2) 01/30/09

Administrative Council Updated 400.06 (2) 03/03/10

Administrative Council Updated 400.06 (2) 03/07/11

Administrative Council Approved 400.06 (4) 03/07/11

Administrative Council Approved additions from 400.05 (Travel) 07/28/15



LRSC FORM 228001 Rev. 10/2014

> lLake Re gion POLICY AND PROCEDURE MANUAL

State College CHANGE REQUEST FORM
NAME OF POLICY, PROCEDURE OR FORM CHAPTER NUMBER | ARTICLE NUMBER
PURCHASING CARD 400 13.03
REQUESTED ACTION: CHANGE [0 ADD [0 REMOVE

Text of Requested Change: (Continue on other side or attach a separate document.)
Change policy number to 400.24. Shortened policy, removing irrelevant and redundant information.
Changes were made from suggestions during 4/21/16 council meeting; with the exception of section
“Purchasing Card Security” suggestion.

HAS THIS CHANGE BEEN REVIEWED FOR CONSISTENCY WITH NDUS POLICY? | Reviewer Initials

YES [0 NO
NAME OF LRSC GROUP SUBMITTING CHANGE REQUEST DATE
Administrative Affairs 6/7/16
_SIGNATURE &/TITLE OF SUBMITTER DATE
\ 6/7/16

X T P L

ADMINISTRATIVE COUNCIL ACTION:

IZ/ REQUEST APPROVED L] REQUEST TABLED FOR FURTHER REVIEW
Date:
[ REQUEST NOT APPROVED ] REQUEST APPROVED WITH REVISIONS
Date:
LRSC PRESIDENT'’S SIGNATURE DATE

%% ¢/14/( 0

The official original copy of the Change Request will be filed in the President’s Office and copies distributed
to the:

e Faculty Senate President e Staff Senate President
Final printed versions of the change will be distributed to the following for placement in paper manuals:

* Library Director ¢ Administrative Affairs e Academic and Student Affairs

e CCF/ Advancement




Lake Region State College
Policy and Procedure Manual

SECTION 400.24
PURCHASING CARD

hatisap ine Card2
The purchasing card (p-card) is a credit card issued in the name of the Lake Region State College

employee. Employees will be designated by the-Lake-Regien-State-College managementLRSC to make
purchases within-assigned-speadingparametersfor official Lake-Region-State College-business needs.

The-purchasingcard-paymentsystem-is-an-individual-bill/ecentral payment system. The-cardhelder
receives--nonthlyaccountstatement-forinformationandreconciliation-purpases-only-Administrative
4ifairs-Office-abtains-a-consolidated-alectrant billing e-and-makes-payment-on-behalf-ofall
cardholders-Expendituretransactions-are processed-and-posted-to-the-appropriate departmental-fund

Individual credit limits, including card and cycle limits, vary as determined by LRSC. Fo-assure-the
effectiveness-of-the-program;-the-pelicy-and-procedures-in-this-manual-must-be followed-Failure to use
the purehasing-cardp-card in accordance with applicable policies and procedures may result in
revocation of the purchasing-cardp-card and may involve appropriate disciplinary action, up to and
including termination and possible criminal prosecution.

The use of the p-card results in a liability to LRSC, not a personal liability for the cardholder. The

cardholder's credit rating will not be affected. However, it is important to remember that the cardholder
signs an agreement prior to receiving the p-card and, as such, is responsible for any misuse of the p-card

as outlined in this policy.

Liability protection is provided to LRSC once notification of any loss, theft or fraudulent use is made.

However, the same level of liability protection does not apply to cards that are made available to
multiple users. Therefore, only the person whose name appears on the card can use it.

Policy and procedure violations include, but are not limited to:
1. Purchasing items with the card for personal use.
2. Failure to return the card when reassigned, terminated or upon request.
3. Failure to submit original itemized receipts/invoices to the Rurchasing Card
AdeinistratorAccounts Payable Associate by the 10" of each monthduedate. | Formatted: Superscript

4. Transferring assignment of the card to another individual.
5. Repeatedly aIIowmg sales tax to be charged when the purchases are tax exempt Whenever—the

Gﬂeg&mmmpkmmbmmbas&e&m—each—pu;eha&nm
6. Purchasing items for departments that the cardholder does not supervise.Using the-card-te
purchase-tems-for departments-that vou-de-net-have-approval-over:

Proceduresforviolations:



Any-Depending on severity, a sisuse-violation of this policy ef-the-purchasing-card-or otherfailure to
comply with the applicable policies wilkmay result in the following: 3-strike-pelicy{dependingon
severity-ofoffense}

1st offense — written warning to cardholder ey ous { Formatted: Indent: First line: 0.5"
2nd offense — written warning to cardholder and cardholder’s supervisor
3rd offense — written warning to cardholder, cardholder’s supervisor, and the card will be o SES { Formatted: Indent: Left: 0.5"

suspended for 60 days.

2—Forofficial-Lake-Region-State-Collage use only:
3—Autherized-foruse-with-enly-certain-eategories-obmerchants,

Procurement policies must be followed when using a p-card. The p-card cannot be used to access cash

or a line of credit. It is not a right of employment, to be used with interdepartmental purchases or for

personal use.A-purchasing-card-is-net

- { Formatted: Normal, No bullets or numbering

2 A te cash-oratineofcredit
2 A-Eang-to

1. —Submita-propesalof-need-to-the-lake Region-State-College-Businass Office explaining reason-af
need; Hong-with-supenvisorsapprovak
Hmmammmﬁeﬁmmwmmmqmm

'mdividua"m not-to lthe saidholde%spea-ﬁeﬂe&dm&hm%@eﬂmn—exe&pﬂen&applm

using the-purchasing card-Examples-olitamsthat may-not-be purchased-with-the-purehasing card-ltems
that cannot be purchased on the p-card (unless specifically authorized by the President] include:

1. Alcoholic beverages {exception-of-POTR)

2. Ammunition/weapons {exception-of POTR)

3. Clothing




4. Cash Advances (ATM or other)

5. Meals while employee is in travel status (Employee will be reimbursed at per diem rates by
submitting a travel voucher) {exception-of Athletic Teams)

6. Entertainment/hospitality/food

7. Gasoline/Fuel (must use credit card located in the state vehicle)

8. Hazardous Materials

9. Insurance

10. Leases

11. Legal services

12. Maintenance Contracts

13. Motor Vehicles

14. Non-business/personal items (ex. Kleenex, coffee, snacks, etc.)

15. Radioactive Materials

16. Shipping - Outbound from Lake Region State College

17. This is not an all-inclusive list and can be changed at management's discretion

Examples-of-traveltems-that-may-be-purchased-with the purchasing card-include:
2—Hotel
4—Ground-Transportation
5—Parking Fees —
+ - Formatted: List Paragrapn

Neter-LRSC departments may request, from the Purchasing Card Administrator, a waiver to remove the
restriction on the purchase of the preceding items. The waiver or exception will be specific as to item(s)
and as to cardholder.

i - iFbank-Lake-Region-State College has
m«mmwmmmmmmmﬁm
Attempting-to-buy-from-merchantsthatare-exeluded-will cause-the transaction-to-be-denied:

Purchasing-CareHssuanse
WWMM&W&&WWMMWMmE
card-identifies-the-fund department-account-program;-and-prejectnumber-itapplicable—This default
accounting-string-willbe-used-to-post-the purchasing-card-transactions-to-the-general-ledgerunless
madified-prior-to-posting,

Usevidth-Contrasts

s hould-be-utilizad i bt icarT! : y
atthefollowing website:
httpsi/fsecureappsstate.nd.usiesd/spolservices/bidder/listCurrentContracts.him

Each cardholder is responsible for the following-activities:
1. Safeguarding the purehasingcardp-card-
2. Signing the purehasing-eardp-card immediately upon receipt:




3. Actwat_geyourpufeha;mgeﬁdg-car -y

4. Keep_g original itemized receipts from each purchase- i-ne-receipt-can-be-provided-the

cardholderwill beresponsible-and-will- be reguired-to reimburse Lake-Region State College-the

fullameunteithepurchaser

Recording each purchase on a Purchasing Card Record form

Receivinge the electronic statement-er-hard-copy-

Reconcilinge the cardholder statement with Purchasing Card Record form and receipts-

Signing the Purchasing Card Record form to attest that all purchases are for LRSC business and in

compliance with all applicable rules and regulations.

9. Forwarding signed completed Purchasing Card Record form, statement, and original receipts to
designated supervisor.

10. NetifyNotifying the Purchasing Card Administrator and the supervisor immediately in the event
of a lost or stolen purehasing-eardp-card.

© N,

Is-terminated:-Assuring the vendor issues credit for any item that has been approved for return.
The credit should appear on a subsequent statement.

12— +3 { Formatted: Indent: Left: 0.5", No bullets or numbering

12. Resolvinge transaction disputes and credits in a timely manner. The Purchasing Card
AAdministrator should be notified of any unresolved disputed items, that-the-cardhelder-hasnot
been-abletoresolve:

13. Giving the p-card to the supervisor or Purchasing Card Administrator when employment is
terminated.

The cardholder’s supervisor or designated employee (other than cardholder) may perform the
following: The-following-items-may-be-performed by the eardholder'ssupervisor-the-Rurchasing Card
Administrater-oranotherdesignatod employves-{other than cardholder)

1. Review the information submitted by the cardholder. The-amount-ef-review-wil-depend-ona
numberoffactors, but-tThe supervisor should, at a minimum, periodically compare receipts to
the statement submitted by the cardholder.

3. The cardmust-net-be used-forpersonal-transactions:
b—IfHtis-determined-that-personal-or-otherinappropriatecharges-are-occurring on-the
WEMWMWWWWMEMHM
dismissaland-pessible-erminal pi ition ﬂay-be—takeﬂ-ea-selvﬂhe—fmsuse,labuseef
3-2.Sign the Purchasing Card Record form to certify that purchases are for business purposes and
are in compliance with appropriate rules and regulations to the best of the supervisor's
knowledge.

4-3. Forward the signed Purchasing Card Record form, statement and all original itemized receipts to

the Administrative-Affairs-OFfice —Purehasing-Card-AdministAccounts Paxabie Associate by the

.= [Formatted_: Superscript

J



5—Return the purehasing-eardp-card of a terminated employee to the Purchasing Card
Administrator.

e aE { Formatted: List Paragraph, Tab stops: Not at 0.5"

ia-departmentfinds itnecessary te-modify-the fund department -program-or-projectnumberafter- the
transactions have been-pos . information-to-the Purchasing
Generalnstructions-for Card-Use

1t tem | | e spendi (ncluing shipping &

* [ Formatted: List Paragraph




SupportTeam-at-1-800-270-7760. -

Bisputed-items-must-be-resolved-arreported-within-60-days-ofthe-date-that-the firststatement-or

Make-sure-you-keep-documentation-of-craditsreturns-exchanges-and-disputed-items.
. Verificati

The-supervisor-is-responsibleforreviewing-the information-submitted by-the-cardholdersigning the
Purchasing-Card-Record-form-andforwarding the repert-monthly-statement and-the-eriginal-itemized
receiptsfinveices-to-the-Business-Office-by-the 10th-of each-month:

Aeelits
Purchasing-card-transactions-will-be-audited-on-a-menthly-basis-The-primary-purpese-of the auditis-to

Purchasing Card Security
1. The purehasing-eardp-card is to be treated with the same level of care that is afforded personal
credit cards.
2. Do not lend the purchasing-cardp-card to anyone. The only person authorized to use the card is
the person whose name appears on the front of the card and who has completed the

Purchasing Card User Agreement form. .| Formatted: Font: Ialic
3. Do not post or write the purchasing-eardp- card account number in any location that is accessible
to others.

4. Take additional care when using the card to make Internet purchases-thru-the-tnternet. Only use
internet sites that have an indication that they are a secure sightsite, such as the padlock
located on the lower right.

Termination-stEmployment



Ww&ummw@%wah&wﬂ—wmm%wwm

Key-Contacts
The-followingresous e-persans are-availableteanswerquastionsselve-purehasing-card-problems,or
provide-assistance-in-the-areaslistedContact the Purchasing Card Administrator for assistance on the
following:

ol s Cat Adiaiai

e1. For questions concerning policies and procedures
#2. To replace damaged cards

3. For assistance with vendors

#4. For account inquiries

#5. For billing information

5. To report a lost or stolen card

CardholderSupport-Team-1-800-270-27260
1 To-repertalostorstolencard:
2. Forguestionsconcarning menthly statements.

4—— Forauthorizatien-assistance,

History
Administrative Council Approved 11/29/10
Administrative Council Approved 01/30/13

Numbering Style: 1, 2, 3, .., + Start at: 1 + Alignment: Lef
Aligned at: 1" + Indent at; 1.25"

] Formatted: Indent: Left: 0.25", Numbered + Level: 1 +

3

Indent at: 0.75"

- ‘ Formatted: Bulleted + Level: 1 + Aligned at: 0.25" +



Lake Region State College
Policy and Procedure Manual

SECTION 400.24
PURCHASING CARD

The purchasing card (p-card) is a credit card issued in the name of the Lake Region State College
employee. Employees will be designated by LRSC to make purchases for official business needs.

Individual credit limits, including card and cycle limits, vary as determined by LRSC. Failure to use the p-
card in accordance with applicable policies and procedures may result in revocation of the p-card and
may involve appropriate disciplinary action, up to and including termination and possible criminal
prosecution,

The use of the p-card results in a liability to LRSC, not a personal liability for the cardholder. The
cardholder's credit rating will not be affected. However, it is important to remember that the cardholder
signs an agreement prior to receiving the p-card and, as such, is responsible for any misuse of the p-card
as outlined in this policy.

Liability protection is provided to LRSC once notification of any loss, theft or fraudulent use is made.
However, the same level of liability protection does not apply to cards that are made available to
multiple users. Therefore, only the person whose name appears on the card can use it.

Policy and procedure violations include, but are not limited to:
1. Purchasing items with the card for personal use.
2. Failure to return the card when reassigned, terminated or upon request.
3. Failure to submit original itemized receipts/invoices to the Accounts Payable Associate by the
10™ of each month.
4. Transferring assignment of the card to another individual.
Repeatedly allowing sales tax to be charged when the purchases are tax exempt.
6. Purchasing items for departments that the cardholder does not supervise.

5

Depending on severity, a violation of this policy or failure to comply with the applicable policies may
result in the following:
1st offense — written warning to cardholder
2nd offense — written warning to cardholder and cardholder’s supervisor
3rd offense — written warning to cardholder, cardholder’s supervisor, and the card will be
suspended for 60 days.

Procurement policies must be followed when using a p-card. The p-card cannot be used to access cash
or a line of credit. It is not a right of employment, to be used with interdepartmental purchases or for
personal use.

Items that cannot be purchased on the p-card (unless specifically authorized by the President) include:
1. Alcoholic beverages
2. Ammunition/weapons
3. Clothing



S

Cash Advances (ATM or other)

Meals while employee is in travel status (Employee will be reimbursed at per diem rates by
submitting a travel voucher)

Entertainment/hospitality/food

Gasoline/Fuel (must use credit card located in the state vehicle)

Hazardous Materials

Insurance

. Leases

. Legal services

. Maintenance Contracts

. Motor Vehicles

. Non-business/personal items (ex. Kleenex, coffee, snacks, etc.)

. Radioactive Materials

. Shipping - Outbound from Lake Region State College

. This is not an all-inclusive list and can be changed at management's discretion

LRSC departments may request, from the Purchasing Card Administrator, a waiver to remove the
restriction on the purchase of the preceding items. The waiver or exception will be specific as to item(s)
and as to cardholder.

Each cardholder is responsible for the following:

1.

®NO VAW

10.

11.

12.

13.

Safeguarding the p-card

Signing the p-card immediately upon receipt

Activating your p-card

Keeping original itemized receipts from each purchase

Recording each purchase on a Purchasing Card Record form

Receiving the electronic statement

Reconciling the cardholder statement with Purchasing Card Record form and receipts

Signing the Purchasing Card Record form to attest that all purchases are for LRSC business and in
compliance with all applicable rules and regulations.

Forwarding signed completed Purchasing Card Record form, statement, and original receipts to
designated supervisor.

Notifying the Purchasing Card Administrator and the supervisor immediately in the event of a
lost or stolen p-card.

Assuring the vendor issues credit for any item that has been approved for return. The credit
should appear on a subsequent statement.

Resolving transaction disputes and credits in a timely manner. The Purchasing Card
Administrator should be notified of any unresolved disputed items.

Giving the p-card to the supervisor or Purchasing Card Administrator when employment is
terminated.

The cardholder’s supervisor or designated employee (other than cardholder) may perform the following:

1.

Review the information submitted by the cardholder. The supervisor should, at a minimum,
periodically compare receipts to the statement submitted by the cardholder.

Sign the Purchasing Card Record form to certify that purchases are for business purposes and
are in compliance with appropriate rules and regulations to the best of the supervisor's
knowledge.



3. Forward the signed Purchasing Card Record form, statement and all original itemized receipts to
the Accounts Payable Associate by the 10" of each month..
Return the p-card of a terminated employee to the Purchasing Card Administrator.

Purchasing Card Security

1. The p-card is to be treated with the same level of care that is afforded personal credit cards.

2. Do not lend the p-card to anyone. The only person authorized to use the card is the person
whose name appears on the front of the card and who has completed the Purchasing Card User
Agreement form.

3. Do not post or write the p-card account number in any location that is accessible to others.

4. Take additional care when using the card to make Internet purchases. Only use internet sites
that have an indication that they are a secure site, such as the padlock located on the lower
right.

Contact the Purchasing Card Administrator for assistance on the following:
1. For questions concerning policies and procedures

2. Toreplace damaged cards

3. For assistance with vendors

4. Foraccount inquiries

5. For billing information

6. To report a lost or stolen card
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