PURCHASE CARD QUIZ

1. YOU HAVE A QUESTION REGARDING POLICIES AND PROCEDURES, WHO DO YOU CALL? 
2. CAN YOU FILL UP YOUR AGENCY CAR WITH GASOLINE USING THE PURCHASE CARD? 

3. YOU WANT TO MAKE A PURCHASE FOR $999.  CAN YOU USE YOUR PURCHASE CARD? 
4. YOUR MANAGER INSTRUCTS YOU TO USE THE CARD TO PAY FOR YOUR AGENCY HOLIDAY PARTY.  DO YOU COMPLY WITH YOUR MANAGER’S REQUEST? 

5. THE AMOUNT ON YOUR RECEIPT DOES NOT MATCH THE AMOUNT ON YOUR MONTHLY CARDHOLDER STATEMENT.  WHAT SHOULD YOU DO?

6. YOU PICK UP SUPPLIES AT OFFICE MAX.  DO YOU NEED A RECEIPT? 

7.  YOU ARE THE BILLING OFFICIAL AND YOU NOTICE YOUR CARDHOLDER HAS BEEN MAKING REPEATED PURCHASES TO THE SAME COMMERCIAL VENDOR TOTALING MORE THAN $2,500, SHOULD YOU WHAT DO YOU DO?  

8. YOUR BILLING OFFICIAL WANTS TO BORROW YOUR PURCHASE CARD.  SHOULD YOU PERMIT THIS?  

9. WHAT DO YOU DO IF YOUR PURCHASE IS DECLINED?   

10.  IF YOUR STATEMENT HAS NOT BEEN RECEIVED WITHIN 10 DAYS WHAT DO YOU DO?   
11. YOU DISCUSS WITH THE VENDOR THAT THE FEDERAL GOVERNMENT IS TAX EXEMPT AND WHEN YOU GET YOUR CARDHOLDER’S STATEMENT OF ACCOUNT, TAX HAS BEEN CHARGED TO THE PURCHASE.  WHAT DO YOU DO?  

12.WHAT IS JWOD? 

13.I AM A CONTRACTOR, CAN I HAVE A PURCHASE CARD? 

14.YOU ARE A CARDHOLDER AND YOU ARE LEAVING THE AGENCY WHAT SHOULD YOU DO?  

15. WHAT IS THE DOD PURCHASE CARD PAYMENT POLICY? 

