Implementation Checklist – BPC Automotive Card Program

1) Determine program needs for your agency:

· Vehicle specific cards for purchases of vehicle fuel and minor automotive repairs (Vehicle number embossed on cards).

· A limited number of generic cards for vehicle fuel for vehicles rented from Enterprise (Enterprise 1, Enterprise 2, etc. embossed on cards).

2) Contact Division of Accounts and Reports (Tim Hund) to obtain an Interagency Agreement for Automotive BPCs.

3) Complete the Interagency Agreement:

· Number of cards

· Transaction Limit per card

· Aggregate billing cycle limit for all of the agency’s Automotive BPCs

4) Attach management signatures to the Agreement (Approval block located in the lower right hand corner of page two of the agreement.)

5) Return the completed Interagency Agreement to Tim Hund (A&R).

6) Contact UMB Bank (Robert Cremer; 816-843-2953) to order cards and establish program criteria.

· Transaction and billing cycle limits for individual cards - A&R suggests a $250 limit per transaction and a $1,000 limit per billing cycle.

· Limits on the number of transactions processed each day.

· The billing cycle desired by the agency (calendar month, first working day, etc.)

7) Once the Interagency Agreement is approved by Department of Administration management, copies are forwarded to the agency and to UMB Bank. (UMB Bank will not release cards to the agency until it has received its copy of the approved Interagency Agreement.)

8) Cards are made by UMB and distributed to the agency.

9) The agency BPC Coordinator distributes cards to designated employees:

· Training is provided to cardholders.

· Cardholders sign Cardholder Agreements, with the Automotive Fuel Card option checked.  

