Agency BPC Automotive Program

1) Card Options

· Agency owned vehicle cards – Limited to purchases of automotive fuel and minor vehicle repairs under $ _____ (as established by the agency).

· Generic cards – Limited to purchases of automotive fuel under $_____ (as established by the agency) for vehicles rented from Enterprise.

2) Billing cycle – Calendar month, etc., as established by UMB Bank.

3) Cardholders must obtain detailed receipts for all transactions.

4) Cardholders must prepare a transaction log for each billing cycle.   The log must be reconciled to supporting receipts and the master billing from UMB Bank.

5) Cardholders must sign completed logs.

6) Logs, with receipts and UMB Bank Statement attached, should be forwarded to the agency’s BPC reviewer for payment.

7) Notify cardholders of the name and phone number of the agency BPC Coordinator.

· The BPC Coordinator is the person designated by the agency to establish and cancel BPCs, change card limits, etc.

· A BPC may not be issued to the agency BPC Coordinator.

8) Immediately report lost and stolen cards to the Agency BPC Coordinator and UMB Bank (Monday – Friday, 8:00 a.m. to 5:00 p.m.  816-843-2458;  other then business hours 800-449-9176).  

