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Division of purchases
PROCUREMENT & TRAVEL CARD (p-card) QUICK REFERENCE GUIDELINES

Capital Equipment – Commodity purchases $5,000 and up (including taxes and freight) must go through the Division of Purchases
Food, Beverages, Catering & Restaurants – Follow DAFS Office of the State Controller policy: http://www.maine.gov/osc/admin/saam.shtml  
Fuel –Use the Statewide Contract Fleet Card
Gifts/Contributions/Sponsorships/Pledges/Gift Certificates/Gift Cards/Shopping Cards/Cash Advances - Never
IT Equipment - Including computers, cell phones, computer hardware and software, printers, scanners, IPAD’s, tablets and subscription services must be processed and ordered through Office of Information Technology (OIT). Visit http://www.maine.gov/oit/ or contact OIT at 624-8800
Meetings/Conferences – See (Executive Order 15 FY 11/12) A order directing State Agencies to give priority to Maine State Armories http://www.maine.gov/purchase/policies/armoryrental.html
Online Retailers such as Ebay and Amazon, and PayPal payments– Make sure the vendor is reputable, highly rated, and is using Veri-Sign or similar website security.  We caution you not to use a personal account since the P-Card number can be stored and accidentally used in personal transactions.  
PayPal may be used to make payments if it is the only option, and only if your agency’s policy on procurement allows.  Please refer to your agency’s policy regarding procurement of goods and use of P-Card for direction that may be more restrictive than these guidelines.  PayPal makes credit available to account holders, but credit should never be used for work-related purchases.  
Rental Cars – Contact DAFS Central Fleet Management (CFM) first.  Rental cars may be used when CFM authorizes, or when needed if traveling out of state.
Travel (Airfare, Hotels, Motels etc.) – Most travel expenses should be on a Travel Card – Contact your Travel Coordinator. Also see per diem policy for reimbursement rates at Office of the State Controller State Administrative & Accounting Manual (SAAM) is available at http://www.maine.gov/osc/admin/saam.shtml





				

																																																																																																																																																																																																																																																																																																																																										                                										

Master Agreements 
	
Certain items must be purchased from a Master Agreement unless you get an exception from the related buyer and/or the P-Card Administrator. To see if your item falls into this category visit   http://www.maine.gov/purchases/contracts/pals.html







A brief sample of things on the list
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· Communication – Equip/Accessories
· Fuel – Heating
· Furniture – Office Seating - Modular
· Industrial Supplies
· Janitorial
· Maintenance, Repair & Operations (MRO) Items		
· Medical Supplies  
· Office Supplies
· Printing
· Tires

 

Master Agreement (MA) Purchases:

1. Under $5,000
· P-Card or a Delivery Order
2. Over $5,000
· Delivery Order


LOW VALUE SERVICES – GUIDELINES AT   http://www.maine.gov/purchases/procurement/index.shtml	

Please refer to our Agency Procedural memo webpage for general purchasing guidelines: http://www.maine.gov/purchases/policies/Memos/index.shtml

I have read and understand both the P-Card Policies & Procedures and Quick Reference Guidelines and agree to abide by them.

Signed: __________________________________________________   Dated: _______________________
