CITY OF MILWAUKEE

PROCARD PROGRAM

_________________________________________________________________

WHAT IS A PROCARD?  A Procard is a Procurement Card that facilitates purchases by eliminating the requisition, purchase order and invoice process and the associated paperwork through use of a charge card.

_________________________________________________________________

CITY OF MILWAUKEE

What are the benefits of the Procard to the City of Milwaukee?

· Reduction in transaction costs

· Improved controls

· Reduced paperwork processing

· Increased efficiency in obtaining goods/services

· Enhanced management reporting

· Increased supplier discounting

What is required of the City of Milwaukee’s Procard cardholder?

· Safeguards card; does not give card or number to others

· Uses card for purchases within set transaction limit, not to exceed $5,000

· Uses only Procard-approved suppliers

· Keeps a current log of Procard purchases

· Verifies a receipt of materials/services

· Manages returns with supplier

· Reconciles MasterCard statements with purchase log

· Forwards receipts, log and statement to Departmental Procard Manager

SUPPLIER

What are the benefits of becoming a Procard supplier?

· Payment received within 2 days

· Increase in business with Procard purchases

· Reduced paperwork

· Issue receipts instead of generating invoices

· Fewer invoice problems to resolve

· Deal directly with cardholder

What is required of the Procard Supplier?

· Be MasterCard capable

· Sign and return the Supplier Procard Commitment Form, Federal W-9 form and Valued Supplier Information Survey

· Accept and process Procard orders not to exceed $5,000 per transaction through MasterCard

· Label goods shipped as “Procard” purchases with cardholder name, and provide a receipt with item(s) and freight stated as separate line items

· Manage returns with cardholder


How does a supplier interested in the City of Milwaukee’s Procard Program get started?

· Suppliers must be MasterCard capable for the Procard Program and may use their existing MasterCard carrier or work with their own bank to be set up with MasterCard. For assistance, contact Shannon Nyhan at 800-638-4600 Ext. 729 at Global Payments Inc.
For more details on the Procard Program, please contact Richard Bunke at (414) 286-2394 or

Mary Ellen Voelz at (414) 286-3507, 200 E. Wells Street, City Hall Room 601, Milwaukee, WI  53202.
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