P-Card Roundtable Meeting
June 10, 2009
1:00 — 3:00 p.m.
Minutes of Meeting

Attendees:

Marilyn Trachsel — OA Surplus Property Andrea BedRESE

Rachel Deitzel - DESE Stacey Jacobs — StateChammission
Alan Barnes — MO Lottery Jodi Goodrick — OA Acoing

Jackie Russler — OA Shirley Gerling — DIFPSUrance
Danielle Dunlap — MO Gaming Commission Kimberlyyda- MO Gaming Commission
Virginia Blanchard — OA FMDC Lindsey StiefermanmED

Judy Gehrke — DED Shalonda Graham — DHSS

Cyndi Voss — Conservation Deanna Cook — Conserva
Terrance Cosby — Conservation Dee Pardue — MODOT

Kim Sandbothe — DIFP / Finance Carey CavendesveRue

Sherry Reeves — Higher Education Gloria SchmiiOLIR

Rhonda Fogelbach — Public Safety Carrie Todd tufdbResources
Melodie Kelly — MOPS / AGO Cindy Murphy — ITSORevenue
Cindy Darnel — ITSD / Revenue Teddie Velleri t&fan’s Commission
Frankie Ryan — MODOT Dianne Beasley — OA / FMDC
Nancy Tennison — Treasurer’s Office Debbie Davigredit Unions

Brian Dowden — State Court Administrator Carolyma@igan — OA / OCA

Tracy Farris — SEMA Shelly Honse — SEMA

Rob Verslues — DIFP / Prof. Registration

OA Accounting Representatives: Jennifer Hall
Beth Dillon

UMB Representatives: Tim Jackson
Christian Lenz

Guest Speaker: Angela Lang, Drury Inn Sales Manag

Introductions were made by Jennifer Hall
Using the P-Card for hotel reservations by Angela ang, Drury Inn

Angela Lang began the presentation by stating thex@8 Drury Inns available in Missouri.
She emphasized that booking reservations at tbe&stidwas very easy. Angela then began to
demonstrate the user-friendly website that Druryhas developed to streamline the ease of
making travel reservations. The websitengw.druryhotels.conand she walked everyone
through how to create a profile on the website sk it for future use. Once you save this
profile, you go back to My Drury and pick the datessthe reservation and submit it. The
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website will send a confirmation back immediateGardholders need to complete the third
party credit card authorization form and fax ithe Drury where the reservation has been made
and you are finished. Angela’s demonstration slibthie coordinators how easy and convenient
it can be to use the profile on the completely seeebsite. In addition to ease of reservations,
cardholders can also look up prior stays and el folios from the My Drury section of the
website.

Angela also discussed with the coordinators thathetd contacted other major hotel chains and
inquired about the requirement of copies of botimfrand back of the P-Card. She stated some
hotel chains also required a copy of the cardhtddkiver’s license in order to make a
reservation for someone other than the cardhol8&e stated that she had received varying
responses such as, their bank requires them, ey ibfor security reasons, and it is our hotel’s
policy to obtain that information for our accoumfidepartment. She said that at Drury Inn, they
do not require this and will not ask the person imgikhe reservation or the traveler to provide
this information. Angela has contacts within thesd8éuri Hotel Association and will be
discussing with them potential solutions for coroations with p-cards at hotels.

Q: What about Drury Inns out of state?
. This applies to all Drury Inn hotels nationwide.

A

Q: What about the State being tax exempt?

A: If you enter that into the profile, then theyivkinow it in advance of your reservation. It is
still a good idea for travelers to keep a copyhef Htate Sales Tax Exemption Certificate to
provide at the front desk during check-in.

Will they ask our employee for the tax number?

No, we do not ask for that. We assume thap#rson making the reservation is honest and
that they correctly note the tax exempt statuswéler, you can list the tax exemption
information in the comments section.

2O

Q: We have found that when we interact with hokelias on their websites that we tend to get a
lot of spam e-mails from them; will this happenwibe Drury Inn website?

A: Not if you do not wish to receive it. At thettb@m of the profile page, check the box that you
do not wish to receive e-mail offers.

Will the hotel ask for the credit card when gegson arrives to check in?

They may, but if the credit card authorizatiastbeen faxed in advance, the hotel clerk will
have the information they need. At Drury Inn, &ont desk clerks match the current day’s
reservations up with any third party credit carthauzation forms that we have received as
part of their morning routine.

2O

If we had direct bill accounts with Drury Innill those be deleted if we create the profile on
your website?
A: After 14 months of non-use, those direct bikkagnts will be deleted and would have to be
recreated.
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Q: Most hotels ask for the 3 digit code on the baicthe card, but we have been told not to give
it out, what should we do?

A: Angela responded that she didn’t recommend gitirat information, and Tim Jackson
stated that he would only give that out if thereswma other way to complete the transaction.
He did advise against putting it on the form antbremended providing that information by
phone only.

Frankie Ryan stated that some hotels at checkgnes a credit card from the traveler to charge
incidentals. She stated they advise employeetrdi it because if the hotel swipes a personal
card, sometimes it wipes out the p-card informa#ind the entire room charges are put on their
personal card.

Angela then spoke about per diems and how they wifkhotel chains. Per Diems are
established by CONUS. The vast majority of hotglsaccept them, but may limit them. Drury
Inn doesn’t limit them, but may restrict the ratesertain types of rooms. Other hotels typically
have the same practice, especially on certain oftyge week. For example, studies show that
most government travel occurs on Tuesday and Wedgeso hotels tend to book up quickly on
their allotted rooms offered to meet the CONUSgat8ometimes it can be difficult to book a
reservation on short notice and get the CONUS ra¢anifer Hall stated that a link to the
CONUS rates is available on the State Travel Portal

UMB presentation by Tim Jackson

Tim stated that there had been some changes twittil accounts and that some agencies had
done away with them completely. These changewdtoindividual pays and that it makes it
easier for coordinators to determine which cardli@dre delinquent. Tim and Christian can
assist agencies in terminating control accountsgatithg all cards on individual accounts.

Tim reminded the group that card sharing shouldoeatione by anyone. Any person who needs
to be making a purchase should have their ownaatide cardholder should make the purchase
for them. This practice causes agencies to hdwgsan accountability for charges made to the
P-Card and can affect their dispute rights withaVis

Two additional areas that Tim addressed were frausiise and disputes. Tim defined misuse
as occurring when an employee uses a card for hoazed or unallowable transactions,
including personal charges.

Tim discussed the Visa Liability Waiver Progranctiver instances of employee misuse. This is
an insurance type program that covers the State érmployees misusing the cards. Handouts
detailing the program were provided. There areescaquirements that must take place in order
for it to be used and they include:

* The employee must be terminated.
» The transaction(s) must have occurred within 75 ddythe employee’s termination.
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The Visa Liability Waiver Program covers each indial account up to $100,000.00. A
specific claim form must be filled out and returnedVisa for each occurrence. Tim stated that
UMB will assist agencies with the program if thesed to file a claim.

Q: If you don't fall within the guidelines (timedme), then whose liability is it?
The State would be liable for the charges.

A:

Q: Where is that within our contract with you?

A: The State’s contract with UMB is available awithrough OA Purchasing & Materials
Management. The State’s liability would only ocduhe employee wasn’t terminated and
the 75-day period was exceeded. The agency cameajsest that the employee repay the
debt.

It has been determined that approximately $27.@@b$1,000,000.00 is found to be employee
misuse of the card. It is relatively a very snaalount.

As a follow up, the State contract was researcited the meeting. Section 1.3.3 of the contract
addressing payments states “the State agencyayilthee monthly statements less any disputed
charges”, and that “Disputed charges shall be asisbon as practicable after resolution, if not
resolved in the favor of the State agency.”

Tim advised the group to scan and email dispute$ao UMB as this allows for smoother
handling of the dispute process.

Q: Are we not allowed to fax them to UMB?
A: You can fax them, but email would be better. uYadso will have better documentation of
when and to whom you sent the information.

Jennifer Hall advised that documentation of dispuneluding fax confirmations and email read
receipts should be retained for proof. Agenciesighalso follow up if they have not received
responses on disputes.

If I can prove that | sent a fax within the tifmaane, will it still be processed?
Yes, but please e-mail them from now on.

Do we need to include the complete credit camthlmer when we email disputes to you?
No.

Is there any particular person that we shoutd skese to?
Lindsie Smith and also send carbon copgdmmercial.bankcards@umb.com

>0 »0O0 20

Tim asked the group if they had seen the new carusjf they liked the new design.
Q: We just got new cards yesterday and the tax pkanmber is not on them; why not?

A: As of yesterday (6-09-09) the new custom carckbais being put on the new cards. The
one that was being used was just a generic cakkhaso all new cards from yesterday
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forward will have the tax exempt number on therpréviously received cards need this,
then we can reprint those immediately.

Q: How do we get the cards re-issued?
A: We will start by sending each department adfstew cards that have been issued prior to
the 06-09-09 date and coordinators can validatedhgholders and request reprinted cards.

Frankie Ryan brought a copy of a letter to ourrditte from a vendor, Zamzow. ltis a letter
explaining why some purchases have sales tax sigawinthe receipt, but it does not show up on
the Visa statement. The letter states that thdypwi an amount in the sales tax field on their
transaction receipt, but that the purchase(s)heilbilled through Visa at the correct amount
excluding sales tax. Tim Jackson stated thatdbés occur, mainly because the vendor that the
company uses charges them a higher rate to proeessictions that do not have sales tax on
them. This is something that needs to be docurdeaterour monthly statement if this has
occurred, because the receipt will not match cdyedgth the Visa transaction listed.

Cyndi Voss said she had a concern regarding miggppayments. She stated that she has sent
emails to find out exactly what the problem was trad she has never received a response back.

Tim Jackson asked why she believed that these pagnirequestion were misapplied. She
stated because they were on the past due and uletinceports.

Q: What is UMB doing to address this problem an@dtdan we do on the State’s side to
prevent it?
A: Tim Jackson stated that they are working a smhuto help reduce the misapplied payments.

Tim asked Cyndi if her agency was using automategtface and the response was no. Jennifer
stated that she had received copies of misappégchpnts from DNR as well. Carrie Todd said
that in some cases, divisions were altering theb®armg scheme but not all misapplied
payments resulted from this. Jennifer remindedjtieep not to deviate from the numbering
format that is outlined in the P-Card Manual. hié tagency changes the numbering schemes, it
makes it difficult for UMB and OA to track the pagmts.

Q: Are payments posted directly to the accountsraatically or are they keyed in?

A: Christian Lenz stated that they are currentlypgdeyed in. We are working to automate the
payment process, but as of right now, there isaqmiogram out there that works. Some days
we receive anywhere from 5 to 500 payments andawve to figure out where to post them.

Who should we be sending questions about misgpphyments to?

We all have access to this information. Plesessd your e-mails to Tim Jackson, Christian
Lenz or Deborah Perkins so that we can make sesettuestions are being addressed.
Jennifer Hall asked agencies to copy her on thel@wavell because they are tracking
misapplied payment issues.

2O
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Q: Would it be possible to create a modified varsabthe on-line tool? Our district
coordinators would like to have limited accessaletcare of minor things themselves. As
we grow the program, we are also growing the nurobeoordinators.

A: | believe we have discussed this before. Weladlk into it; however, it is currently set up
to provide all access or no access. There is m@yacurrently to limit which fields someone
has access to.

What is the online tool that you are referrin@ t

The Commercial Card Center that we discussediaieeting in March. This will allow
you to see certain information related to the cdrdr example, the last 6 digits of the
number, the expiration date, credits and paymedsed to a particular card.

2O

Q: Is there any way to back up and not have toterghe employee’s name? For example, say
you are looking by last name and the last fourtsighd the employee has three accounts; 2
are closed and 1 is open.

A: Now there is an account status listed for eallwolder that you can see immediately.

Tim Jackson advised the group that within the ConcrakeCard Center, you also have the
ability to activate cards. Tim stated he didntommend doing that with the cards. Itis a better
practice to send them to the employee and let thetivate it themselves.

Q: What if there is a problem, for example, the fadigits of the cardholder’'s SSN have been
transposed, can the coordinator go ahead and &cthe card through the Commercial Card
Center?

A: Yes, but the cardholder will still need to caiid correct the information with UMB.

Jennifer Hall told the group that an email had bsamt out in May regarding Individual

Business Travel Cards, letting agencies know theretwas now an automated process to locate
terminated/retired employees. The email advisatldgencies no longer need to notify Beth
Dillon or Jennifer Hall when an employee terming®¢ate employment. UMB and ITSD have
created an interface to cancel the Individual BessnTravel Cards on terminated employees.
Since these are personal liability cards, thelitgdfor charges lies solely with the individual,

and there is no liability to the State. The Std$® earns a rebate on the purchases individuals
make with those cards that are issued for trave¢eses. If agencies would like to continue
emailing us or forwarding the cut up card, youfaee to do so and we will forward the
information to UMB.

Q: Will using the P-Card show up on an employeeslit report?

A: No, it does not. UMB does not even report teage of the IBTC to credit bureaus. The
only thing that you may see is when we check teéitreport prior to issuing the Individual
Business Travel Card, since it is a personal ligtslard.

Transaction Review Findings by Jennifer Hall

There have been some changes in the transactimwsevPreviously, they were done by the OA
Expenditure Review team, but due to budget comdr@ind restructuring, this duty has shifted
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to Beth Dillon and me. Transaction reports areaetéd from VIS to look for things like the
object code, split transactions, weekend/holidaggactions, gasoline purchases (non-bulk),
suspicious vendors, etc. Source documentaticggisested for selected transactions and
reviewed to ensure purchases are in compliancethatP-Card Manual. Follow up of the
findings and any recommendations for action ar¢ teetihe agencies. Jennifer went through a
non-agency specific list of the findings and disagsthe recommendations of the last completed
transaction review that had been done. Some aésiues noted included:

» Unauthorized/unallowable charges (employee medimuel status, personal use,
gasoline for State vehicles or Enterprise rentals)

» Split transactions

* Card sharing

» Transaction logs not being used, or not havingerurcertification statements

* Itemized receipts not always maintained

* MVE waivers not obtained

» Missing documentation for agency-provided food pases

» Pay-Pal purchases not receiving advance approval

* Purchased from out-of-state vendors without reseaf®lissouri vendors

» Inaccurate object coding

Q: Do you use automated software, such as datanggaftware, to help you with the
review?
A: No, it is a manual process.

Carrie Todd stated that DNR utilizes software fos ppurpose called Enterprise Content
Manager.

Q: Is this software something that OA might uséhim future?
A: Possibly. We would like to have it right nowjtldhe problem is funding. Data mining
software has a hefty price tag. It could be vergdiicial to reviewing the transactions.

Jennifer reminded everyone that there will be narRRitable meeting in September due to the
scheduling of the Annual P-Card Forum. It willleld on September ¥?at the Truman Hotel
in Jefferson City, from 9:00 a.m. — 3:00 p.m. UMBd VISA will once again be providing
lunch. There will be guest speakers and therebgilbreak-out sessions in the afternoon. All
coordinators are encouraged to attend and cardiscdde also welcome. The agenda will be
going out in August and as we get closer, we witidsout more information through the P-Card
email lists.
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