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•  What is the Procurement or “P-Card”? 
•  Using WORKS™ 
•  Security of the Card 
•  Department Responsibilities 
•  Cardholder Responsibilities 
•  Card Restrictions 
•  Statement Verification 
•  Payment Processing 
•  Forms and Policies 
•  Reports and Notifications 
 

 

 Agenda 



 
What is the Procurement  

Or “P-Card”? 
 

• In conjunction with Bank of America ™, the P-Card is a payment method 
choice that has the ability to integrate into MMARS 
 

• Provides all the features of a Credit Card plus: 
• Offers enhanced functionality 

• Superior security controls 

• Faster turn around  
 

• A P-Card is an alternative payment device for incorporated entities. 
What you can do with a GAX and/or INP you can do with a P-Card.  
• With the exception of legal and medical (medical allowed with approval) services and 

non-incorporated entities 
 

• The Financial Reform Act allows merchants to set a minimum of $10 
to accept a card for payment   
• In the past it was against Visa and MasterCard rules for merchants to require a 

minimum amount to accept card—the reform bill has changed this. Merchants now 
have the right to deny purchases via credit card if the purchase amount is less than 
$10.00.  



What is the Procurement  
Or “P-Card”? 

 

• Card is Tax Exempt (Mass Sales Tax, Meals Tax) 

• Not Gas Tax Exempt 

• Tax exempt ID is on the credit card to show to 
vendor 
 

       For example: MA TAX EXMPT ID 046002284 



 
What is the Procurement  

Or “P-Card”? 
 

• The Commonwealth Credit Card, the P-Card, is an 
alternate payment method 
 

• Supports P-Card profiles that can be developed to meet 
departmental business needs 
 

Examples: 

• Profiles can be restricted to certain one or more merchant 
category codes (over 800 MCC’s).  Making this different than a 
credit card 

 

• For infrequent travelers cards can be issued for zero dollars, and 
then have the limits adjusted to fund the duration of the trip 

 

• In certain cases a card can be designated to be used with a 
particular vendor only 



 
What is the Procurement  

Or “P-Card”? 
 

• Department setup takes up to 2 days 

• Individual cards take up to 4 days  

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

• New Card Requests: 

– Will be processed by CTR Payee/Payments Staff 

– Procurement Card request form 

– Employee Procurement Card Agreement 

– CFOs may send the Procurement Card request form to: 
Thomas.Smith-Vaughan@state.ma.us, Kim.Doan@state.ma.us   and 
John.Newell@state.ma.us 
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 Every cardholder must 

have a WORKS™ 
account login 

 

 Every administrator 

(CFO/Auditor) must 

have a WORKS™ 
account login 

 

 WORKS™ is set up 

and administered by 

CTR 
 

 



• In WORKS™ Cardholders and Auditors will run monthly 
reports 

– Reports are available for Cardholders and Auditors 

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

• In WORKS™ we have the basic six MCC classes  

– The cash MCC is excluded by both policy and WORKS™  

– The five remaining basic MCC classes are divided into over 800 
MCCs sub-codes 

 
 



Security 

 

• All users must guard their credit card account numbers 
 

• Lost and stolen cards  
– Cardholder must immediately notify both: 
  Bank of America 1-888-449-2273 
 This line is available 24 hours a day, and 

cardholders must advise BOA reps that the call 
is regarding a lost or stolen card. 

 CFO  
 

– The CFO then notifies the Office of the Comptroller 

 
• Thefts and misuse must also be reported to: 

– Office of the Comptroller  
– State Auditor’s Office 

 



Department Responsibilities 

• Stay current with the policy and procedure 
 

• Department Head must sign off 
 

• Pay the entire bill on time 
 

• Responsible to pay the bill in full 
 

• No credit checks against individual card holders 
 

• Training of new cardholders 

– CFO has to be present at the training 

• Not required that the CFO conducts the training 
 

– All Cardholders must sign Commonwealth Procurement Card 

Employee Agreement form before they are given a P-Card  

 



Department Responsibilities 

• Must indicate in the internal controls that the P-Card is being 
used as a payment mechanism 

• Must in the Commonwealth Procurement Card Policy and 
Procedures add addendum to your policies and procedures  

– You may create your own policy and procedures or amend the 
Commonwealth Policy and Procedures but in either case they must be 
more restrictive rather than less restrictive than the Commonwealth’s 

• Must require Cardholders to do Receipts Management for 
expeditious reconciliation 

–  You only have twenty-five days from when you receive the bill until the 
payment must be in the bank’s hands 

• Must encumber 
 

 
 



CFO/Department Responsibilities 

 

 

 

 

CFOs: 

• Request new cards 

• Decrease credit limits 

• Increase credit limits 

• Cancel cards 

• Train  

• Collects the Commonwealth of Massachusetts Employee Procurement Card 
Agreement form 

• Manage the program 

• Should assign another user as Auditor to view everyone’s charges 

• Billing staff require authorization in an email from CFO to access WORKS™  



Department Responsibilities 

 

 

 

 

• Work with CTR on any disputes 
 

• To enter the P-card program, Department Heads must sign off the BofA 
new Department setup form then mail to CTR  
 

• Wet signatures only 
 

• Card Restrictions: 
• NO Cash 
• NO ATMs 
• NO Checks 
• NO Over the Counter Cash 
• NO Gift Cards 
• NO Personal use 
• NO Alcohol  
• No Legal Services and Attorneys 
• Non-Incorporated entities 
 

 
 
 

 



Cardholder Responsibilities 

 

 

• Cardholder must have signature authority for financial or 

above 

• If user has no MMARS access, then use “Credit Card” signature 

authority 

• Cardholder must not share the card 

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

their CFO immediately 

• Cardholder must sign the Commonwealth Procurement Card 

Employee Agreement form 



Cardholder Responsibilities 

 

 

 

 

• Card is in the cardholders name but there is not a 

credit check against the card holder 

• The credit check is against the Commonwealth 

• Cardholders must give receipt to management 

• Disputes:  The cardholder only works with the vendor 

and the bank 

 
 

 

 



Statement Verification 

Three Ways for Departments to verify statements: 

1. Monthly Email Notification  

• From John Newell of CTR at the end of the cycle 

• Use “Ending Balance” amount to make payment 

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

• Only shows Details spending transactions   

3.     Monthly Paper Statement from Bank of America 

• Mailed to departments at the ending of the cycle 

• Shows Summary amounts and Details spending 

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

 



Payment Processing 

 

 

 

 

• Payment cycle is 25 days end to end 

• Encumbrance document is required  

• Billing usually ends on the 27th of the month 

• If the 27th falls on the weekend, the billing end date is on the 25th or 26th 

• Use vendor code VC0000138161 

• Payment should be available in MMARS 5 days before Due date 

• Mark the payment Single 

• Never pull a check. Default to EFT 

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

• Use INP/GAX documents  



Payment Processing 

 

 

 

 

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) 



Payment Processing 

E31 - CREDIT CARD PURCHASES FINANCE CHARGES 

• For finance charges associated with the use of approved Commonwealth 

credit card contractor payments only 

• Use GAE Document 

 



Forms and Policies 

Available on Comptroller’s Internet under Publications and Reports tab 



Commonwealth Procurement Card  
Policy and Procedure 

http://www.mass.gov/comptroller/
docs/policies-procedures/accounts-
payable/po-ap-ctr-pcard.doc 
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Commonwealth Procurement Card Use 
 Employee  Agreement 

http://www.mass.gov/comptroller/
docs/forms/accounts-payable/p-
card-empl-agreement.doc 
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Commonwealth of Massachusetts 
 Credit Card Transaction Log 



Auditor and Cardholder – User Guide 

 

 
Commonwealth of 
Massachusetts Procurement Card 
Auditor & Cardholder User Guide 

//Mycluster01/userfiles/dab/training/Procurement (P) Card/Commonwealth of Massachusetts Procurement Card Auditor and Cardholder-User Guide-DEC2016.pdf
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Commercial Card Claims  
Statement of Disputed Item 



Procurement Card Setup Forms 

http://www.mass.gov/comptroller/docs/forms
/accounts-payable/p-card-dept-setup.doc 

http://www.mass.gov/comptroller/docs/forms
/accounts-payable/p-card-cardholder-
setup.doc 
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Questions? 

Commonwealth of Massachusetts 

Office of the Comptroller 
One Ashburton Place,  Room 901 

Boston, MA  02108 

 

 

Thomas.Smith-Vaughan@state.ma.us 
Phone: 617-973-2337 

Fax:      617-727-2163 

 

Kim.Doan@state.ma.us 

Phone: 617-973-2313 

Fax:      617-727-2163 

 

John.Newell@state.ma.us 

Phone: 617-973-2658 
Fax:      617-727-2163 

 




