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Finance and Administration Cabinet Manual of Policies and Procedures
FAP Revisions (200 KAR 5:021)
Effective June 15, 2004
Amended FAPs:

· Procurement Card Program.  A one page summary of changes in FAP 111-58-00 is provided below.

· Awards must be created from a bid evaluation in PD if the solicitation was posted on the eProcurement website.  The following FAPs were amended for this change:

· 111-35-00 Competitive Sealed Bidding

· Section 2 and Section 5 - Remove the option of publishing a solicitation in lieu of posting it to the Commonwealth’s eProcurement website.  Solicitations must be posted on eProcurement website, and may be published elsewhere when appropriate.

· Section 11 - Add section to require state agencies regulated by the Model Procurement Code to award competitively solicited contracts and personal services contracts using the bid evaluation feature of Procurement Desktop within the Management Administrative Reporting System (MARS).  Agencies are required by 200 KAR 5:306 to post these solicitations to the eProcurement website.  By using the bid evaluation feature, a notice of the award is automatically posted to the eProcurement website.

· 111-43-00 Personal Service Contracts

· Section 1(d) - Amend section to require agencies to award a personal service contract from a bid evaluation in Procurement Desktop.

· 220-12-00 Solicitation Process for Competitive Sealed Bidding (construction) 

· Section 8- Add section to require bidders for competitively solicited construction contracts to be notified of an award either in writing or by the issuing state agency using the bid evaluation document to post the notification on the eProcurement site.

New FAP:

· Cellular Telephones.  A one page summary of FAP 300-01-00 is provided below.
Repealed FAP:

· 111-50-00 Moving Service

The Division of Building Services no longer provides moving services.  An agency shall procure moving services from a commercial moving firm in accordance with the agency’s small purchase authority.  If the estimated total cost exceeds the agency’s small purchase authority, the agency may procure moving services from a Catalog Master Agreement or request approval from the Division of Material and Procurement Services to procure Non-Professional Services for $20,000 or less in accordance with FAP 111-55-00(6). If the estimated total cost exceeds $20,000, the agency shall create a purchase request for moving services and forward the request to the Division of Material and Procurement Services.
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Procurement Card Program Policy

Highlights of June 2004 Changes

	Responsible Entity


	Change

	Agency Head
	· Enforce policy

· Identify Program Administrator and ProCard Administrator

	Agency Fiscal Officer
	· Establish and implement internal control plan to reasonably assure all purchases are approved prior to purchase and achieve compliance with the policy
· Determine method that all disciplinary action is carried out

· Establish a process to examine and monitor compliance with this policy

	Program Administrator/ Authorized Signer
	· Determine who holds a ProCard

· Execute and store all cardholder agreements

· Provide mandatory training for all cardholders

· Coordinate payment process

· Establish process to ensure employees do not personally benefit by having a ProCard

	ProCard Administrator
	· Provide and collect reports from all cardholders for documentation of purpose and composition of all charges

· Submit cycle charge reports to Finance and Administration Cabinet

· Ensure timely remittance of all payments

· Report all noncompliance of the policy to Secretary or Agency Head, and the Office of the Controller

· Assure that capitalizable items are reported to property officer

	Cardholder’s Supervisor
	· Identify and provide to cardholder the commodities/services the cardholder can purchase without explicit prior approval

· Provide prior approval on all card purchases

· Review and attest that all purchases are for use and benefit of the agency

	Cardholder
	· Receive prior approval for all purchases

· Review and attest that all purchases are for use and benefit of the agency

· Submit receipts and cycle charge report within 4 business days after the end of the cycle


Note 1:
It is no longer acceptable for cardholders to provide statements signed by supervisors in lieu of missing receipts.  A valid vendor receipt identifying the goods or services purchased must document all purchases.

Note 2:
An organizational card capability has been established, but requires all dispute capabilities to be forfeited.  Justification for the increased risk for this new card must be forwarded to the State Controller.

FAP 330-01-00 Cellular Phones

Highlights of New FAP Effective June 15, 2004
	Section
	Issue
	Policy

	1
	Assignment
	· Employees who are mobile, responsive to emergency or service restoration, or are integral to decision making.

· A pool of phones shall be established for short-term assignments.
· Assign the most cost effective plan; and monitor costs.

	2
	Inventory
	· Agency shall maintain an inventory of cell phones and accessories.  

	3
	Phone Use
	· Cell phones are assigned for official use.
· Employees shall reimburse the Commonwealth the cost of personal calls.

	4
	Request
	· Agency heads or designees shall authorize all requests.
· Requests must include justification.
· Wireless coordinators direct acquisition.

· Must use the current contract unless approved by the Finance Cabinet.

	5
	Wireless Coordinator Duties
	· Verify that the agency maintains an accurate inventory.
· Coordinate the distribution and use of cellular phones in their agency.

· Monitor and evaluate the distribution and use of cellular phones in their agency, to verify that the most cost effective calling plan is selected for each cellular phone in use by an agency employee.

· Recommend to the agency head if a business need exists for the individual to be assigned a cellular phone. 

· Take steps to ensure each bill from the cellular service provider is reviewed monthly. 

· Take steps to ensure that the cellular phone holders review the monthly billing from the service provider in a timely manner.  
· Determine if the service provider owes the agency a reimbursement for any roaming or long distance calls related to border issues. 
· Verify cellular phone holders receive a copy of their detailed phone calls. 

· Identify cellular phones with little or no activity, and verify that the phone is still needed.  
· Determine if a shared cellular phone would be more cost effective and practical.

· Maintain a file containing needs analysis, justification, and approvals for all requests for cellular equipment and services.  

	6
	Agency Responsibilities
	· Ensure employees are aware of the provisions FAP 300-01-00.
· Inform employees that inappropriate use may result in disciplinary action.

· Replace lost, stolen or damaged equipment.

· Collect reimbursements for personal calls.

	7
	Employee Responsibilities
	· Identify personal calls listed on cellular phone statements monthly.

· Reimburse their agency for the costs incurred for personal calls. 

· Secure cellular phones and accessories at all times. 
· Report any loss to the Wireless Coordinator or agency head immediately.

	8
	Monitoring
	· Finance and Administration Cabinet shall review phone usage and charges.


FINANCE & ADMINISTRATION CABINET

CELLULAR PHONE REIMBURSEMENT GUIDELINES

FAP 330-01-00 states that employees are responsible for reviewing their wireless bills and reimbursing the Commonwealth for the costs incurred for personal use of the cellular phone. The Finance and Administration Cabinet suggests the following guidelines for reimbursement:

· Reimbursement should be made on at least a quarterly basis.

· Personal calls will be reimbursed at the rate of $0.10 per minute.

· All “other” charges (i.e. Long Distance, Directory Assistance and Roaming charges) will be reimbursed for personal calls in their entirety.

· Employee will submit reimbursement to supervisor along with a copy of the detailed personal calls (bill), signed by the employee. The employee will indicate the total dollar amount being reimbursed.

· Supervisor will review and sign employee’s bill and forward to fiscal officer (or individual responsible for depositing funds with State Treasurer).

· Fiscal Officer will sign employee’s bill (acknowledging receipt of funds from employee) and deposit funds to the State Treasurer on a Cash Receipt (CR) document. The CR document should be processed promptly upon receipt of funds. 

