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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:
e Offers enhanced functionality
» Superior security controls
e 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.

e 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

* Inthe 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”?

e 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”?

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

e 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

* |n 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
* Inan 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

Lj} Works Payment Manager
il I} Home

ment Request v | G0 ‘ {8 Logout

8= Email Preferances




* 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

e |n 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

e Lost and stolen cards

— Cardholder must immediately notify both:
» Bank of America 1-888-449-2273

T » This line is available 24 hours a day, and
uaﬁiﬂ cardholders must advise BOA reps that the call
is regarding a lost or stolen card.
» CFO

* Thefts and misuse must also be reported to:
— Office of the Comptroller
— State Auditor’s Office




Department Responsibilities

e Stay current with the policy and procedure
 Department Head must sign off

e 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

e 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

e (Card Restrictions:

e NO Cash
e 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

e Cardholder must have signature authority for financial or
above

e |f user has no MMARS access, then use “Credit Card” signature
authority

e Cardholder must not share the card

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

e 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
e 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

e 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 27t of the month
* If the 27t falls on the weekend, the billing end date is on the 25t or 26t

* 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

e 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

* [tems 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

e Use GAE Document




Forms and Policies

Available on Comptroller’s Internet under Publications and Reports tab

State Offices & Courts | State A-Z Topics State Forms A No Active Alerts

State Offices & Couris | State A-Z Topics State Forms A No Active Alerts Skap 1g

The Official Website of the Comptroller of the Commonwealth (CTR) The Official Website of the Comptroller of the Commonwealth (CTR)

Comptroller ‘0 search...

Comptroller 'Q_ Search...
Thomas G. Shack III

Thomas G. Shack III

Publications and Reports Guidance for Vendors Guidance for Agendes Publications and Reports Guidance for Vendors Guidance for Agencies

#H Publicati d Reports > Fi > P It - -
ome > Fublications and Repo orms ayments # Home » Publications and Reports > Policies » Payments and Payee

Payments
y Payments and Payee

Payments Forms Posted Date

Payments and Payee Policies Posted Date
Electronic Funds Transfer (EFT} Web Form ﬁ 11/18/2009

Advance Management (| | 11/1/2006
Employee Reimbursement Form & ) 1/5/2009

Bill Payment Policy % 512072011
Prior Year Deficiency Appropriation Management & 41772012

CiL 10/29/2008

Procedures for Payroll Deficiencies ] 41772012 - -

Expenditure Corrections (EX) W] 7 11/1/2006
Procurement Cardholder Setup Form (] 5 10/29/2008

Expenditure Refunds (ER) 6] ) 3/82010
Procurement Card Company Setup Form @ PDF Format 10/29/2008

Liability Management and Reduction Fund - Tort Claim Policy & 11/1/2006
Procurement Card Use Employee Agreement @] T 10/29/2008 B

pt Pay Di Prompt Payment Discounts =

Prompl Pay Discount Form & 3129007 Prompt Payment Discounts | 512072011
Settlement and Release Form @) %) 212212005 Vendor/Customer File and W9s @] 5 512072011
W9 Form ] 5 4/9/2009




Commonwealth Procurement Card

Policy and Procedure

Commonivealth of Massachuselis

OFFICE OF THE COMPTROLLER

(ONE ASHEURTON PLACE, 9™ FLOOR
BOSTON, MASSACHUSETTS 02108
TELEPHONME (617) T27-5000
W AMASS GOV COMPTROLLER

MMARS Policy: Payments
Issue Date: 10/29/08

Date Last Revised: 10/20/08

Commonwealth Procurement Card Program
Policy and Procedure

Executive Summary

The Commanwealth's Procurement/Credit Card (P-Card) Program establishes the standards for the use of
the Commanweklith's P-Card by each card halder Department. Once a Department requests an applicatian
for a P-Card, and the CFO completes the training given by the Office of the Comptroller (CTR), the
Department Head or his designee authorizes cardhalders and determines theirindividual transaction limits
and credit limits. The P-Card model allows for flexible restrictions ortargeted purchasingwhen a
Department chooses to authorize multiple Department purchasers. It is the Department and the
Cardhalder's responsibility to be knowledgeable of and to follow this policy and the procedures that fallow,
as well as all applicable purchasing laws and guidelines. In additiontothe policies in this Chapter,
Departments are also responsibleforthe policies in Contracts - State Finance Law and General
Reguirements and any other related contract polides issued by CTR.

The primary gaal of the Commaonwealth P-Card program is to simplify and expedite a Department’s
routine purchases under 801 CHMR 21,00, including incidental purchases. The program can also be usedto
minimize reimbursable travel processing costs or as an alternative payment method when purchasing
understatewide contracts. The P-Card purchasing processincludes pricing inquiry, order placement,
delivery of goods, invoices and voucherreview. In addition, the program offers individual detailed
purchase entries, payment entry and disbursement processing which are significantly streamlined using
the P-Card. The Commuonwealth P-Card will assist Departments to fulfill immediate or non-office hour
purchasing needs and dramatically sharten and simplify the payment cycle processing.

Establishing a comprehensive Internal Control Plan ensures Departmental compliance with the guidance
provided in this policy. It is the CFO's responsibilityto develop and document appropriate internal contral
procedures to ensure that P-Card usage is consistent with this document and to develop guidelines for
distribution to cardhalders.In thase instances where it is determined that internal cantrals are not
adequate, CTR has the autharity to request palicyimprovements and/ar place card restrictions on the
Department until the internal controls are established, documented and implemented.

Departments will be respansible farrecanciling receipts with the monthly statement issued by the
Cantractor and far making timely payments to the Cantractarfor all P-Card purchases made by the
Department during a manthly billing cycle.

Department payment activity is subject to Quality Assurance reviews. A criterion ofthe quality assurance
review includes checking backup documentation for payments, spending authorization, procurement

compliance and validation of monthly bill paying statements/reconciliations. MMARS is the official financial
record of the Commonwealth. All supporting documentation must reflect the information provided in each

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

COMMONWEALTH PROCUREMENT CARD USE EMPLOYEE AGREEMENT *

EMPLOYEE NAME:

DEPARTMENT:

Asan smplovez of thaDepartmant T haraby voluntacily acezpt a Commonwazalth of Massachusatts Procurament Card. T
undsrstand that I am not raquirsd to accept a Procursment Card asa condition of my smplovment and that I hava tha right to
rafusa to uss the Procursment Card. T undsrstand that theProcursmant Cardis beins providsd to me a5 an altsrmative payment
machanism and that whsnsver I use the Procursment Card I will be making financial commitments on behalf of the
Drepartment. I understand andagrsa that I shall beaccomtabls for ANY use of thaProcursmant Card whilz in mypossession
and I agraz not to allow any otherpars onto have possassion ofthe Procusmeant Card orto usetha Procurement Card for any
128501

Tagraz to kazp ths Procusment Card providad to mein a secura place at all timss so that the Procurameant Card will not be
stolen, misplaced lost, ormisused Iagrez to verify mypossession of the Procursment Card at lzast once par waek and to
INMEDIATELY notify the Statewide Contmetor and my Suparvisorand Chisf Fiscal Officer in the avent I discover that the
Procursmant Cardhasbeenlost, misplaced, stolan orotharvise misused Iunderstand that [ willnot bz heldpersonally liable
for unanthorized 1 mads ona stolan, misplaced, lost or misused Procursment Card, howaver the Department may

http://www.mass.gov/comptroller/ e e A L I MO SO S

parsonnel policias.

d Ocs/fo rm s/a CCO u ntS- paya b | e/p- Tunderstandthat the Department s lisble to Bank of America for all chargesthat I maks on theProcursment Card {ssued for

my use. [aerszto uss the Procursment Card rasponsibly and in accordance with restrictions and approvad purposas in the
Dizpartment’s Procursmant Card Policies and Procedures. Iagrae to usemy bast efforts to achisve thebast valuz forpurchasas

£ ditia: ic2s for the Departmant and tha Ci s2alth i danes with 801 CAMF.21.00 and the
card-empl-agreement.doc oo Boles sk et oo pebenton oot o
Iagreetonsethe P Card forapp d busi purck nly and I agreethat theProcorement Card may

not be nzed nnder any circnmstances to porchase items for my personal nse or for any nse not anthorized by the
Department. Iapraa thatno purchasas mada withthis card will ba for alechol products. T understand that this casd willnot be
usad for the purchacs of medieal sarviess orwith anyvendorknownby mato bz unineorporatad. [understand and agrea that
my Department, the Opamtional Sarvicss Divisionand the Comptrollar’s Officz may audit my use of the Procursment Card
and that thasz officss may raport upon and taka whataver approprists action is dasmad naeassaryto investicate and rasolve amyr
discrepancizs concsming my use of the Procursment Card. [ agrse to cooperate fully with any investisation, audit, or
rasolution process.

Iconfirm thatThave bean givencopizs of, and [ havs read and agrse to follow theintemal Department Procursment Card Usa
Policizs and Procedur=s AND the Commonwealth Policizs and Procadurss for Procursment Card Usa AND the WORKS
Procursmant Card Agresment. T understand and agrs= that failurs to follow thase policizs and procsdures may rasult in
ravocationof myProourement Card usa privilagas and may r=sult in other disciplinary actions authorized for emplovez
misconduct in accordanes with the Department’s Emploves Handbook, any applicablz Codss of Conduct, Statz Ethics
Commission rules, collective bargaining agreement or other relevant policizs.

I understand that my Employee number, whichis listed below, will bz used on the Bank of America Department Account
Dezsignation form foridentification purposes only and that no Procursmant check will be donzasainst my Employes nummbar, T
agraz to ratum the Procursment Ca:dmmzd:atelyup ona) raquast thhe Eixtewtd_ Contracter, the Department or the Officz of

the Comptroller, orb) upontarmingtion of my zmp ,including t, or any anticipatsd axtendad lzave of sbsaes
of mora than five (5] days.

Employes Signature: Date:

Employes Title: Employes Number:

Approving Supervisor's Signatre: Date:

Approving Supervizor’s Title:
Chisf Fizcal Officer Sipnature: Dater

COMMONWEALTH PROCUREMENT CARD USE EMPLOYEE AGREEMENT =

ez the Commonwealth Procurement Card Program Policy and Procedure pelicy (CTR homa
icies Payments) for mformation on how to use this
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Commonwealth of Massachusetts

Credit Card Transaction Log

Commonwealth of Massachusetts Credit Card

Transaction Log State the reason for the purchase on the receipt.
Period From to
Card Holder Name: Department:
Card Number: Phone:
Credit Limit: Manager's Name
# Date Vendor Type of Purchase Total Purchase Price Available Balance Posted on Statement Dated
1
2
3
4
5
i
7
8
9
10
11
12
14
15
16
17
18
19
20
21
22
Log Totals
Statement Totals: I:[D\fference - Should be posted by BofA to other months. If not explain.

ENCLOSE ALL RECEIPTS, MONTHLY STATEMENT AND THE RECONCILIATION, COMPLETE AND SEND TO YOUR APPROVING
SUPERVISORBY__ /[ TO ENSURE TIMELY PAYMENT.

Cardholder's Signature: = Date: Manager's Signature: Date:




Auditor and Cardholder — User Guide

Commonwealth of
Massachusetts Procurement Card

Auditor & Cardholder User Guide

Commonwealth of Massachusetts

Procurement Card

Auditor & Cardholder-User Guide

Procurement Card — Cardholder User Guide Fage 1



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

Commercial Card Claims

Statement of Disputed Item

COMMERCIAL CARD CLAIMS
STATEMENT OF DISPUTED ITEM

Instructions: Your company should first make good-faith efforts fo setfle a claim for purchases directly with the menchant. If assistance
from Bank of Amenca is required, please complete this form, and mad with required enclosures within B0 days from the

billing close date to:
Bank of America — Commercial Card Services Operations
P. 0. Box 53142
Phoenix, AZ 83072-3142
FAX (888) 678-6046

Namse:
Agcount Number:
Cardholder Namse:
This Charge appeared on my statemient, billing close date:
Tr ction Date:
Reference Number:
Merchant Name/Location:
[Posted Amount: Disputed Amount:

Cardholder re ‘Authorized Partici re) (Date) {Phone Number)

Please Check Only One

1. Unauthorized Transaction: | did not authorize. nor did | authorize anyene else to engage in this fransaction. Me goods or
senices represented by the abowve charge were received by me or anyene | authorized. My Bank of America card was in my
possession at the time of the transaction.

2, Chﬂ'peAlmuﬂﬂnesﬂulﬂ.p!!Wiil(}dermﬂlmgﬂleChaleheamliuﬁerEdonllesalessllpnasmaeased

in§ . | have enclosed a copy of the unaltered sales skp.

3, H!rehirﬂsewmﬂulﬂeeﬁuedzlhmnnlreouvedihemerdﬂ'uirseersamoesqueseﬂledhylleahme
transaction. The expected date of delivery of serviceswas . (Please describe your efforts to resolve this matier
with the meschant, the date(s) you contacted them and their response ]

4. Defective or Wrong Merchandise: | returned the handise on because it was (check one):

defective; _____wrong size; _____ wrong color, _____ wrong quantity.
{Please describe your efforts io resolve this matter with the merchant, the date(s) you contacted them, their response and proof
of the return of merchandise. Please provide a detailed description of the wrong or defeciive nature of the merchandise_)
&, Recurring Charges After Cancellation: On (date), | notified the merchant to cancel the monthiy'yearly
Since then my Bank of America account has been changed time(s). (Please enclose a copy of the
request.)

agreement. 2 .
merchant's confirmation of your canceliation

Ll Recurring Charges Already Paid by Other Means: | alneady paid for the goods andlor senvices represented by the above
charge by means other than my Bank of America Commercial Card. (Flease provide a copy of the front and back on the
cancelied check, money order, cash receipt, credit card statement, or other documentation as proof of purchaselpayment.
Desecribe your efforts to resolve this matter directly with the merchant, the date(s) you contacted them, and their respense.)

T. Credit Appears as a Charge: The enclosed Credit Voucher appeared as a charge on my Bank of America Commercial Card
account.
8. Credit From Merchant Not Received: | did not receive credit for the enclosed Credit Voucher within 20 calendar days from the

date it was issued fo me by the merchant shown above. (Please describe your efforts fo resolve this matter with the
the date(s) you contacted them and their respense. Provide a detailed statement explaining your reasen(s) for disputing this
charge.)
9, Hotel ion C dled: | made a ion with the above hotel which | later cancellied on (date) at
__ (tme] I received a cancellation number, which is - {Please describe how the resenvation was
cancelled, pr proof of cancellation and attempts to resohve this |ssueml|l'|emgd13nl.}
| was not given a cancellation number.
| was not told at the fime that | made the reservation that my account weuld be changed for a "No Show™.
| was not informed of the cancellation policy.

0. Dmlﬂem Il.lllpleChapE_ My Bank of America Gumerudﬂad.ﬂmunlhasheeﬂdmbled‘uged The valid charge
app {date). The chargeds) appeared on

11, Do Not Recall the Transaction: The staternent has an inadequate description of the charge. Please supply supporting
documentation.

12 Other. Above Descriptions Do Not Apply: Please attach a detailed letter explaining the reason for your dispute and

your atternpts fo resohve this issue with the merchant.




Procurement Card Setup Forms

New Procurement Card Company Setup Form?
GENERAL INFORMATION

COMPANY MAME fmcrieom I5 rpaceri M4 OF DEFARTMENT

REQUESTING CARD

COMTACT MAME fmaziemsm, 18 spacer)

Fathy Sheppard

CONTACT PHONE MIMBER.

(6173873-26646

CONTACT EMATL ADDRESS

Hathy Sheppsrdfstate ma.us

PHYSICAL ADDRESS IINE | fmozsem 58 spocer) ADDEESS OF
DEPARTMENT REQ NG CARD

PRYSICAL ADDRESS LINE 2 fmmximum 3¢ apaca) ADDREEIS OF
DEFARTHMENT REQUEITDNG CARD

PHWSICAL ADDRESS CITY, STATE IF CODE ADDREIZ OF

DEPARTMENT REQUESTING CARD

MATNTNS ADDRESS LIE | imemimum 36 agaes) Office of the Comptrgller
MATTNG ADDRESS LDGE 2 imsmizum 36 apaca) Ons Ashburan Place Foom 201
MATTOE ADDRESS CITY, STATE, I CODE Boston ALA 02108

DEFAULT INFORMATION
DEFAULT CARDHOLTER MAME LTME 1 fapaswal) MA TAY EXNET ID 045002784
BILLING INFORMATION
BILITNG CVCLE ay 2 the mansh borwees oh and I7ah) 27th
BILLNG TYFE Corparate
SETTLEMENT METROD.
EFT
SEND MEMD STATEMENTS TO CARDHOLDERS. Ha
MIMEER OF DAYS FROM BIITNG [C¥C1ETHD FUT TUE 25
DATE
BILLING FREQUENCY Manthly

Compamy Condis L (CTR waz ealy)s

New Procurement Cardholder Set up Form!

Cardholder

16 digits BofA Corporate Account Number

Company Name: NAME OF DEPARTMENT REQUESTING
CARD

Name Line 1: OF CARDHOLDER
Mame Line 2:

Address Line 1: OF CARDHOLDER
Address Line 2: OF CARDHOLDER
City, State, Zip: OF CARDHOLDER

Work Phone: OF CARDHOLDER
EMPLOYEE ID: OF CARDHOLDER

Information

MA TAX EXMPT ID 046002284

Department Head Approval megui=:

Date:

Chief Fiscal Officer Approval mequie]

Diate:

! Plaasa se2 the Commonwealth Procurement Card Program Policy and Procedure policy (CTR.
home paga/Policies/ Payments) for information onhow to usa this form.

Hierarchy Number: 6602832, (7 digits Company Number)
Email Address: OF CARDHOLDER
Credit Limit: FILL IN
Single Purchase Limit: FILL IN
REQUESTING MCC PROFILES Ya:/No (No signifiss basic Credit Card Sstuy)
Mailing Instructions
Issue Plastic: Ves
Delivery Method: Bulk
Send Cards To: Kathy Sheppard
Mame: Office of the Comptroller
Address: One Ashburton Place, Room 201
City, State, Zip: Boston, MA 02108
Phone Number: (617) 973-2666
Chief Fiscal Officer Approval (Required):_| Date

1 Please see the Commonwealth Procurement Card Program Policy and|Procedure policy
(CTR. home pagePoliciesPayments) for information on how to use this form.

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






