The Division of Accounts and Reports is providing the following clarifications regarding the use of Automotive Business Procurement Cards (BPCs) in response to ongoing questions received from agencies.  

· Automotive BPCs - One option for purchasing fuel for agency owned or rental vehicles is the Automotive BPC.  The two card options offered within this program are discussed below.  Cardholders are responsible for obtaining detailed receipts for all transactions and following all existing BPC reconciliation and approval requirements.

1. The first option includes Automotive BPCs for agency owned vehicles.  These cards are embossed with the agency name and vehicle (State tag) number, and are limited to purchases of automotive fuel and minor vehicle repair/maintenance charges.

2. The second option includes 'generic' Automotive BPCs limited to purchases of automotive fuel for vehicles rented from Enterprise. These cards are embossed with the agency name and are identified as "Enterprise 1, Enterprise 2", etc.  The State of Kansas should not pay for any repairs for Enterprise rental vehicles. 

· We encourage agencies to consider obtaining holders for Automotive BPCs.  Holders can be attached to vehicle keys and can be used to store Automotive BPCs and receipts for purchases.  Use of holders can significantly reduce the number of receipts lost by cardholders.  Lost receipts continue to be an ongoing problem for Automotive BPC programs throughout the State.

· We strongly recommend that signatures not be attached to Automotive BPCs.  (Attaching a signature to an Automotive BPC will restrict usage of the BPC when the vehicle is being driven by an employee other than the person who signed the card.)  UMB Bank has indicated that they would authorize transactions with vendors if the following procedures are performed.

1. Signature blocks on the back of cards should be left blank.

2. Labels stating "For official State business only" should be attached to card signature blocks.

3. When Automotive BPCs are used, employees should be ready to verify that they are State employees.

4. Vendors can easily verify that vehicles are either state-owned or Enterprise rental vehicles.

· Requirements for processing payment of monthly billings from UMB Bank for BPC are detailed in Section 660 of the State's Business Procurement card General Procedures.

A. Approved BPC logs, with supporting detailed receipts and statements attached, shall be forwarded to the agency accounting staff for the payment of the agency's monthly BPC billing from UMB Bank.

B. Payment  shall be made to UMB Bank for the total BPC billing amount, regardless of whether the agency is pursuing credits or charges are being disputed.  Credits for such items can be obtained on future billings.

C. Vendor suffix "06" for UMB Bank shall be used.

D. Agencies are strongly encouraged to use the ACH payment option.

1. If the agency uses the ACH payment option and receives both BPC and BTA billings from UMB Bank, it is important that payment of BPC and BTA billings not be processed on the same voucher.

2. Also, be aware that multiple agency vouchers for UMB Bank processed in STARS on the same day may be automatically combined if STARS is set to do so.

3. To ensure correct application of electronic payments, the last eight digits of the control account number shall be included in the first STARS funding line in the "invoice" field.  The format of the invoice field shall be:

BPC 12345678

"12345678" represents the last eight digits of the BPC control account to which payment is posted.

· Employees should sign Business Procurement Cardholder Agreements if agency owned vehicles are permanently assigned in their name.  Although Cardholder Agreements are not required for "pool" vehicles or for "generic" Automotive BPCs, we recommend that someone be assigned these cards for safekeeping and usage tracking purposes.

