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State of Georgia 
Statewide Purchasing Card Policy 

I. PROGRAM OVERVIEW 

The State of Georgia Purchasing Card (P

http://www.sao.georgia.gov/
http://doas.ga.gov/
mailto:cardprograms@doas.ga.gov


http://doas.ga.gov/
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 Statewide Purchasing Card Policy 

 State Entity policies and procedures governing procurement and the Purchasing Card 

Program. 

The State Cards Program Director and State Purchasing Division reserve the right to withdraw 
any authority or delegated approval due to non‐compliance with applicable laws, rules, 
regulations, policies, and procedures, or the terms of any conditional approval. 

A. 
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http://dor.ga.gov/
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F. Records Retention Requirements 

The University System of Georgia maintains the official Records Retention Schedule for the 
State of Georgia. This information is available at  

http://www.georgiaarchives.org/

e

http://www.georgiaarchives.org/records/retention_schedules
http://www.lexis-nexis.com/hottopics/gacode/Default.asp
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1. Successful completion of the CFO Card Program Training module 

2. Submission of the completed CFO Card Program Acknowledgement form 

3. The appointment of an Entity Card Program Administrator 

4. Approval of qualified

http://doas.ga.gov/state-purchasing/statewide-card-programs/purchasing-cards
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2. Reconciliation Procedures 

The Card Program Administrator is1

mailto:pcard@doas.ga.gov




http://doas.ga.gov/state-purchasing/statewide-card-programs/purchasing-cards
mailto:training@doas.ga.gov
http://doas.rollbook.com/
mailto:training@doas.ga.gov
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the P-Card. This course is required as either initial training or annual refresher training, or 

both, for Card Program Administrators, cardholders, and supervisors/approving officials 

for those State Entities that do not provide training. 

2. TGM Procurement Card Reconciliation and Approval teaches users how to reconcile and 

approve transactions in Team Georgia Marketplace™.  This course is required for all 

Card Program Administrators, cardholders, and supervisors/ approving officials at Entities 

and Technical Colleges using the State Accounting Office PeopleSoft financial system. This 

course must be completed prior to using the P-Card or approving transactions in the 

financial system. 
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reconcile on the cardholder’s behalf. Each card must have only one reconciler; however, 

one reconciler can be the sole reconciler on multiple cards. 

4. The Card Program Administrator cannot be a cardholder. 

5. Limits on the number of cardholders assigned to a supervisor or approving official to 

ensure adequate review of business need and documentation for each purchase.  

6. Cardholders cannot approve their own transactions but may reconcile their own 

transactions.  

7. Approvers cannot be subordinates of cardholders for whom they are responsible.  

8. Sharing of login information or passwords is strictly forbidden.  

9. Delegation of the approver duties is unallowable. Should an approver be on leave or 

otherwise unavailable to approve a purchase or transaction, another trained approver 

already assigned approver responsibility may assume those duties temporarily. 

10. Provision for annual audit or self-audit of the P-Card program by the Card Program 
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http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
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1. Available Spending Limits 

a. Cycle (Credit) Limit – Mandatory spending limit that restricts the total value of 

purchases a cardholder can make in one billing cycle. The cycle limit cannot be 

more than $25,000 without 
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http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
http://doas.ga.gov/state-purchasing/purchasing-tools/process-improvement-tools
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c. Contain copies of all pages of invoices or other documents 

D. Monthly Reconciliation – Works® Payment Manager 

1. Use of Works® Payment Manager for reconciliation eliminates the need for manual 
signatures on transaction logs sin
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 If a State Entity wishes to impose additional restrictions or prohibitions, then the State 

Entity must define these additional restrictions in the State Entity’s policy. 

 Whenever a State Entity’s policy is more restrictive than the Statewide Purchasing Card 

Policy, then the State Entity policy takes precedence. 

 The State Entity cannot allow purchases that are prohibited by the Statewide Purchasing 

Card Policy. 

A. Allowable Purchases 

The P-Card and other accounts can be used for official purchases of supplies, materials, 
equipment or services where not otherwise prohibited or restricted. All purchases must be 
within assigned spending limits unless prior written approval is received to exceed those limits. 
Allowable purchases include: 

1. Goods and services used in the furtherance of a State Entity’s mission. For more 

information on services, refer to E-Verify in the Legal Issues section above. 

2. Purchases of goods or services intended for official State of Georgia work-related use that 

are not otherwise excluded by the Prohibited Purchases section of this Policy. 

B. Allowable Purchases – Restrictions Apply 

1. Travel-Related Expenses – State Employees 

State employees traveling on official State business as defined in the State Travel 

Regulations published by the State Accounting Office and the Office of Planning and 

Budget may use the Purchasing Card for: 

a. Transportation (except for airline tickets for TTE agencies) 

i. When the mode of transportation is a vehicle rental, the rental must be 

from one of the Mandatory Statewide Contracts unless approved using 

the Waiver from Statewide Contract process defined in Section 1.3.1.1 

of the Georgia Procurement Manual. 

b. Parking 

2. Travel-Related Expenses – Non-State Employees 

a. Cardholders may use the Purchasing Card for students travelling on official school 

business, clients of a State Entity, and the general public when participating in an 

official State program or other activity for: 

i. All types of transportation when this transportation is needed in the 

fulfillment of the State Entity’s mission. 

ii. Lodging and meals for students and for clients of a State Entity when 

needed in the fulfillment of the State Entity’s mission. 

3. Equipment 

a. Use of the P-Card for equipment is governed by the State Accounting Office 

policies on Capital Assets. State Entity policy may impose additional restrictions. 
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i. For State Agencies, Commissions, and Boards that use the State 

Accounting Office version of PeopleSoft – Single units under $5,000 per 

unit, including freight, and comply with STL as outlined by State Policy. 

ii. For colleges under the authority of the Technical College System of 

Georgia – Single units under
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2) Create and document steps to ensure that the alcohol is either completely 

used or disposed of or properly secured between usage to prevent 

consumption in non- classroom activities. 

3) When possible, 
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general public, extreme weather conditions, or official declared emergencies, the Program 
Administrators are allowed to obtain after‐the‐fact approval for exceptions to this Policy. 

1. The Program Administrator must submit the Form SPD‐PC003, Special Approval Request, 

to notify the State Cards Program Director and OPB within 72 hours of any actions taken 

in response to these emergencies and the nature of the actions taken. 

2. Documentation for transactions must follow guidelines for emergency purchases as 

contained in the Georgia Procurement Manual, including use of and retention of Form 

SPDNI005, Emergency Justification Form, available in the SPD Official Forms section of 

Agency Resources on the State Purchasing Division website. 

Key personnel responsible for implementing a State Entity’s response to emergencies must know 
how to contact the State Entity’s APO/CUPO, the Card Program Administrator, and the back-up 
Card Program Administrator. State Entity procurement personnel should have access to State 
Purchasing Division and Bank contact information in order to address card-related issues, 
including, but not limited to, corporate credit limit, individual card credit limits, and Merchant 
Category Code groups. 

E. Sole Source / Sole Brand Purchases 

The P‐Card and other accounts may be used for purchases resulting from sole source or sole 
brand acquisitions provided those goods/services are not identified in the prohibited 
subsection. Guidelines for Sole Source and Sole Brand purchases are found in the Georgia 
Procurement Manual. 

1. Any request for a Single Transaction Limit of $5,000 or more that would qualify as a 

Sole Source and/or Sole Brand must include the appropriate forms per instruterBra
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o is included as part of the total transaction amount. 

o cannot be added to a recurring tra

ti 
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Administrator or contact the State Cards Program Director. Violations of the Visa guidelines 
should be reported to the State Cards Program Director as merchants can be reported to Visa 
through Bank of America. 
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DEFINITIONS 

Approver The Approver is normally the supervisor to whom a Cardholder reports for 
authorization to purchase required supplies and services. Two approvers 
are required before a purchase is made. Approvers also participate in the 
reconciliation of Cardholder accounts, ensuring proper procedures are 
followed when purchasing supplies or services and verifying the information 
is properly reconciled after the Reconciler has completed the reconciliation 
of transactions. Policy prohibits a subordinate from acting as an Approver in 
any phase of the transaction. 

 

Card Abuse Use of the card for non-State business use purchases (personal purchases). 
See definitions of card misuse and fraud. 

 

Card Misuse Use of t
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Personal Purchase Non-work related goods or services purchased solely for the benefit of the 
cardholder, the cardholder’s family, or other individual(s). This does not 
include goods or services purchased for communal use at a work site and 
available to all employ
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Unplanned, non-
routine purchases 

Expenses that are not expected in advance or are irregular in the standard 
course of the Entity's normal operation. These instances could include but 
are not limited to a part due to a plumbing emergency, services needed for 
a repair, fans needed during an HVAC outage, a tool needed for an 
immediate repair, and repair/replacement of a lock. 

 

Works® Payment 
Manager  

On-line card management and reconciliation system provided by Bank of 
America. Card Program Administrators use this tool to order and cancel 
cards, set spending limits, and assign allowable Merchant Category Codes. 
State Entities not using Team Georgia Marketplace' use this on-line tool 
to reconcile transactions 
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