
1 | P a g e  
 

Town of Foxborough      
  

Procurement Card Program Policies and Procedures 
 
 
I. PURPOSE AND SCOPE   
 
The Town of Foxborough has established a procurement card program to simplify and expedite a 
Department’s routine out-of-pocket purchases, as well as fulfill immediate or non-office hour 
purchasing needs.  This program will minimize or eliminate most out-of-pocket and travel-related 
costs. Benefits of the procurement card program are an almost complete elimination of the need 
for employee expense reimbursements, replacement of store credits cards and the potential for the 
Town to earn rebates. 
 
Procurement cards are to be used solely to purchase goods and services for the Town of 
Foxborough.  Procurement card purchases shall be made in accordance with established policies 
and procedures contained herein.  Procurement Card purchases shall comply with any other 
applicable Town policies, including the Employee Expense Policy incorporated herein by 
reference as Appendix A, and state law governing municipal procurement of goods and services.  
 
It is the Department and the Cardholder’s responsibility to be knowledgeable of and to follow this 
policy and the procedures that follow, as well as all applicable laws and guidelines.  Departments 
are also encouraged to establish a comprehensive Internal Control Plan to ensure compliance with 
the guidance provided in this policy. 
 
Employees should still attempt to purchase goods and services on open account, with a purchase 
order, or request to invoiced in order to minimize the need for expense reimbursements and credit 
card payments. 
 
This document cannot anticipate every circumstance or question.  As the Town’s experience 
grows, we may revise, supplement or rescind any policies or portion of this Policy & Procedure 
document that the Town deems appropriate. 
 
II. APPLICABILITY 
 
All Town and School Departments and employees. 
 
 
III. DEFINITIONS 
 
Procurement Card:  A Town credit card that is issued to a designated employee to expedite the 
purchase and prompt delivery of goods and/or services, that otherwise would have been and out-
of-pocket employee expense, to facilitate the smooth operation of the user department. 
 
Procurement Card Vendor:  A third party entity that provides procurement card goods and/or 
services to the Town. 
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Program Administrator: The Town Finance Director, or his/her designee.  
 
Cardholder: An employee designated by the Town and one of its’ Department Heads whom is 
granted a procurement card for the purchase of necessary goods and services on behalf of the Town 
and/or that Department. 
 
IV. POLICY 
 
It is the policy of the Town of Foxborough to allow the issuance and use of procurement cards to 
designated employees (“cardholders”).  Procurement cards are to be issued at the discretion of 
Town Department Heads, subject to written approval by the Program Administrator.  
 
Cards are to be used for official Town of Foxborough business only.  Improper use of the card 
may result in loss of privilege to use the card and/or disciplinary action up to and including 
termination of employment. 
 
Under no circumstances may a procurement card be used to purchase alcoholic beverage(s), 
controlled substance(s) or any other substance or service that would be deemed inappropriate for 
purchase by a municipal government employee.  
 
The Town of Foxborough reserves the right to suspend or cancel any employee’s procurement 
card without warning at any time. 
 
Use of procurement cards shall be governed by all applicable rules, regulations and policies of the 
Town of Foxborough, the laws of the Commonwealth of Massachusetts including MGL Chapter 
30B (The Uniform Procurement Act), and Department of Revenue guidance.   
 
In that the procurement card process is intended to expedite the purchase and prompt delivery of 
goods and services to facilitate the smooth operation of the user department, procurement card 
purchases do not require the issuance of a purchase order.  Limits on the amount that can be 
expended per transaction shall be established by the Program Administrator in consultation with 
the Department Head requesting the procurement card, taking into consideration the duties and 
responsibilities of the staff person for whom the card is requested.   
 
The Program Administrator reserves the right to conduct random audits of the procurement card 
program to ensure compliance with this policy. 
 
V. PROCEDURES 
 
A. Issuance of a Procurement Card 
 

1. An employee who is issued a procurement card must complete a card application form 
(“Cardholder Agreement & Application” included herein as Attachment D) and submit it 
to his/her Department Head for review and approval. 
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2. Applications approved by a Department Head are submitted to the Program Administrator.  
The Program Administrator shall establish the parameters for the approved employee’s use 
of the card and submit required information to the Procurement Card Vendor who will 
issue a card to the employee.  Cards issued will be mailed to the Program Administrator 
who will distribute them to employees.   
 
Parameters for use of a card shall be established by the Program Administrator in 
consultation with the Department Head and shall include: 

 
• The limit on how much can be charged to the card per bi-weekly billing cycle / 

fiscal year; and 
• Limitations on the kinds of expenses that can be incurred with the procurement card 

 
B. Use of a Procurement Card 
 
 Authorization: 

• Authorized use of a procurement card: Only the authorized cardholder may use 
a procurement card. Under no circumstances may a cardholder give his/her 
procurement card to another person. 

 
• Any exception to this authorization rule shall be approved in advance by the 

Program Administrator. 
 

Tax Exempt Status: 
• At the time of a transaction, the cardholder will advise the vendor of the Town’s 

tax exempt status and, if asked, give the vendor the Town’s tax ID# to ensure 
that the Town is not charged for sales tax. 

 
• A copy of the Town’s Tax Exempt Certificate is attached herein as Appendix 

C for the cardholder’s use when the Certificate is requested by a vendor. 
 

• If the cardholder is charged tax, then the cardholder shall contact the vendor to 
have taxes removed from the charge or credited to the card. 

 
Travel: 

• A cardholder can use the procurement card to purchase goods and services, 
including travel-related expenses, consistent with established Town policies 
and procedures as well as the internal controls of the Department.  Approved 
business expenses generated while engaged in job-related activities away from 
the regular place of employment may be placed on the procurement card.  
Travel expenses include but are not limited to: 

 
• Registration fee payments 
• Airline ticket payments 
• Parking payments 
• Meal expenses 
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• Vehicle rental payments 
• Gasoline for rental vehicles 
• Other transportation payments (e.g., shuttles, cabs) 
• Detailed hotel folio payments 

 
Receipt Requirements General: 

• At the time of transaction, the cardholder must obtain an original, detailed 
transaction receipt that is marked by the vendor as “paid”.   The receipt should 
include the following information: vendor’s name, date of transaction, 
description of each item purchased, unit cost and extension, the last four digits 
of the credit card number and the signature of the cardholder, if required at point 
of service. 

 
 Receipt Requirements Meals: 

• Food or restaurant receipts must be itemized and detailed with reason for the 
purchase. Restaurant receipts must include a detailed slip of the food and 
beverage served, along with the signed transaction receipt. Use of the 
procurement card for food and meals shall be subject to other Town policies on 
travel and meal reimbursements.  Note that the use of public funds for the 
purchase of alcohol is prohibited.  
 

Purchases over the Internet: 
• If the procurement card is used to purchase a good or service over the internet, 

the cardholder must print the confirmation page from the website showing the 
details of the order.  In the case of a good purchased, upon receipt of the good, 
the packing slip should be transmitted to the Accounts Payable. 
 

 Purchase by Phone: 
• If the procurement card is used to purchase a good or service over the phone, 

the cardholder should ask for a confirmation of the order by fax or email.  In 
addition, the vendor should be asked to include an original, detailed receipt with 
the packing slip that accompanies the good at delivery. 

 
Lost or Stolen Cards: 

• Lost or stolen cards must be reported to the Program Administrator and Bank 
of America Merrill Lynch immediately. The contact information for Bank of 
America Merrill Lynch should be stored electronically by the card holder for 
easy access in the event a card is lost.  Replacement cards will be issued as soon 
as possible. 

 
Proper Use of the Card: 

• A Department agrees that any procurement cards issued to its cardholders will 
be used for business purposes only and that the Department will maintain 
adequate internal control procedures.  Procurement cards may not be used to 
circumvent procurement requirements for purchases outside of the authorized 
scope of the purchasing card program. 
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Department & Employee Liability: 
• A Department agrees to pay all amounts incurred by the use of any purchasing 

card.    A Department will be liable for any unauthorized use by anyone whether 
due to loss, theft or other misuse of the purchasing card.  To the extent that the 
cardholder or Department learns of or becomes aware of such a loss, theft or 
misuse, the cardholder or Department agrees to immediately notify the Program 
Administrator via email in writing, of such loss, theft and/or misuse. 

 
1. If an employee intentionally, or unintentionally, uses a Town 

purchasing or departmental card for personal reasons, this 
transaction will not be incurred as an expense of the Town.   

2. If a personal transaction is made by the cardholder, then the 
cardholder shall immediately make such in-full payment to the 
“Town of Foxborough” and deliver said payment to the Program 
Administrator. 

3. Departmental budgets cannot be credited for a payment the 
cardholder is required to make to the Town.  Said payments are 
required to be deposited into the General Fund and will be lost to 
the Department. 

 
Employee Termination: 

• A Department will notify the Program Administrator in writing, immediately 
when any cardholder is no longer employed by a Department or is otherwise no 
longer authorized to use a designated purchasing card.  A Department agrees to 
obtain and return the card to the Program Administrator so that the account can 
be reviewed and the card may be destroyed prior to the employee’s separation 
from employment. 

 
Prohibited Uses of the Card: 

• The Town of Foxborough prohibits the use of procurement cards for the 
following: 

 
• Cash advances 
• Gift cards 
• Legal services 
• Medical services 
• Donations and any type of charity 
• Parking tickets or motor vehicle violations 
• Alcohol, Controlled Substances or otherwise unauthorized purchases 
• Personal expenses* 
• Any additional restrictions identified by the Program Administrator, or 

the Department 
 

*NOTE: the purchasing card cannot willingly be used for personal charges even if 
the cardholder plans to repay the Department. 
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C. Vendor Relations 
 

a. The cardholder is responsible for ensuring receipt of materials and services 
purchased with a procurement card. 
 

b. A cardholder cannot accept cash or a store credit refund for a purchase made; 
either a credit to the purchasing card or a replacement product must be received. 

 
c. The cardholder is responsible to follow up with a vendor on any erroneous 

charges, disputed items or returns.  
 
D. Program Administrator Responsibilities 
 

a) The Program Administrator shall have access to the Bank of America Merrill Lynch 
website and shall review and approve all procurement card transactions, and shall have 
the authority to reclassify the general ledger account to be charged for a particular 
transaction.   
 

E. Cardholder Responsibilities 
 

a) On a bi-weekly basis, the Cardholder shall submit detailed town receipts along with 
a copy of their corresponding credit card statement for all procurement card 
transactions to the Town Accountant’s office, which will review and approve all 
transactions prior to electronic transmittal to the Procurement Card Vendor for final 
processing and posting to the general ledger.  Receipts for each two week billing 
cycle must be submitted to the Accounting Office no later than 3 business days 
after the billing cycle closes, as per the attached schedule in Appendix B, and 
future updates to this schedule. 

 
b) A consistent pattern of untimely receipt and statement submissions may result in 

procurement card privileges being revoked. 
 

c)  Prior to submitting all hardcopy receipts to Accounting the cardholder shall review 
and submit, in the Works application, to their manager for approval of all expenses.  
A cardholder does not need to wait to send their expenses for approval, but can 
regularly review and submit their expenses to their manager via the Works program. 

 
d) Approval by the Cardholder shall constitute confirmation that the goods 

purchased have been received by the Town.   
 

e) If the cardholder is traveling out of state on business, the cardholder shall call the 
number on the back of their card (same as on next page) to alert Bank of America 
Merrill Lynch that they will be traveling.  This is a required procedure for proper 
use of the Procurement Card. 
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KEY CONTACTS 
 
 
Program Administrators: 
 
Randy Scollins, Finance Director 
Phone: (508) 543- 1211 x 62124 
Email: rscollins@foxboroughma.gov 
 
Christine Dupras, Assistant Town Accountant 
Phone:  (508) 543-1211 x 62122 
Email: cdupras@foxboroughma.gov 
 
Cathy O’Brien, Accounts Payable 
Phone: (508) 543-1211 x 62121 
Email: cobrien@foxboroughma.gov 
 
Procurement Card Vendor: 
 
Bank of America Merrill Lynch 
100 Federal Street 
Boston, MA  02110 
Attn: Derek Armstrong, Vice President, Client Manager 
617-434-8613 
derek.l.armstrong@baml.com 
 
Bank of America Merrill Lynch purchasing card customer service representatives are available 
24 hours a day, seven days a week.  In conjunction with our plan administrators, they are 
responsible for the following: 
 

• Activating new cards 
• Answering questions about account balances and other related account inquiries 
• Processing disputes 
• Lost or stolen cards (please contact plan administrator first) 
• Emergency replacement cards (please contact plan administrator first) 

 
 
Lost or Stolen Cards: 
 
Canada and U.S.   1-888-449-2273 

 
 

mailto:rscollins@foxboroughma.gov
mailto:cdupras@foxboroughma.gov
mailto:cobrien@foxboroughma.gov
mailto:derek.l.armstrong@baml.com
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APPENDIX A: Employee Expenses Policy 
 
Purpose: It is the purpose of this policy to provide the Town Manager’s direction to 

Department Heads and employees regarding what employee expenses are 
reimbursable or chargeable to a procurement card, under what circumstances and 
the procedures to request such reimbursement or credit card payment. 

 
Scope: This policy shall be followed by each and every department and their respective 

employees without exception. 
 
 This Employee Expense Policy covers both reimbursable expenses and 

procurement card expenses. 
 

1.0 Allowed Reimbursable & Procurement Card Expenses 

1.1 Generally, allowed reimbursable and procurement card expenses are those that employees 
must incur as a result of completing their normally assigned duties and responsibilities for 
the Town, including conferences, meetings and seminars, and shall be conducted in the 
most reasonable, cost-efficient manner possible. 

1.12 Employees should always attempt to purchase goods and services on open account, with a 
purchase order, or request to invoiced in order to minimize the need for expense 
reimbursements and credit card payments. 

1.15 All expenses must be compliant with Massachusetts General Laws and Department of 
Revenue guidance. 

 
1.2 Such expenses may include meeting refreshments, postage, copying, auto           
 mileage, conference registration fees, airplane tickets, food and beverages while   

at professional meetings, parking charges, tolls, customary tips, taxi charges, rental cars, 
internet connection fees or similar incidental expenses. 

 
1.3 Reimbursements and payments should be made only for charges reasonably needed for the 

conduct of Town business and not for the purpose of personal convenience. 
 
1.35 For example, if staying or traveling with family or friends while on Town business, any 

and all additional costs incurred that are not necessary costs for the employee if the 
employee is traveling alone will not be reimbursed or paid.  Non-reimbursable expenses 
include extra nights of lodging, parking, food, among others.  

 
1.36 Rental cars should only be used if that is the most economical means of transportation for 

the entire trip’s business.  Also, employees should always secure the closest lodging to the 
conference or meeting site in order to avoid the need for a rental car.  A rental car is not an 
option to accommodate personal convenience, but to obtain the lowest reasonable cost for 
a trip’s entire transportation needs. 
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1.37 If there is the necessity to park at an airport related to business travel, then long-term 
parking should be used whenever possible in order to minimize airport parking fees. 

 
1.4 Liquor is not a reimbursable expense under any circumstances. 
 
1.5 Floral arrangements, baskets or cards for funerals or similar expressions of sympathy are 

not reimbursable or chargeable expenses under any circumstances. 
 
1.6 The Massachusetts Anti-Aid Amendment to the State Constitution prohibits use of 

municipal resources to assist private, or friends group, fundraising activities, even if the 
activities will benefit the municipality. 

 
2.0 Procedures to Request Reimbursement – Out of Pocket Expenses 
 
2.1  An original itemized receipt, invoice or bill is required. 
 
2.2 The invoice or receipt must state a minimum of the following: 

• The provider of the service or goods 
• Dates of service and / or invoice date 
• Itemized list of what was purchased 
• Itemized amount of what is owed 

 
2.3 It is recognized that in rare circumstances it may not always be possible to obtain such a 

receipt, e.g., a “Fastlane” toll.  In that case, the timing, reasonableness and setting of the 
requested reimbursement will be considered. 

 
2.4 Reimbursements which are not validated with a receipt will be paid only if deemed 

reasonable by the Town Accountant, as per M.G.L. Ch. 41 Sec. 56. 
 
2.5 If it is not clear from the receipt / invoice documentation who actually paid the bill, then 

additional documentation, such as a charge card statement, will be required. 
 
2.6 When a personal credit card payment is being reimbursed: 

• If the receipt displays the last 4 digits of the card used, then submit a legible copy of 
the credit card showing the name and matching 4 digits; 

• If the receipt does not display the credit card number, then submit a copy of the credit 
card statement showing the charge to be reimbursed. 

 
2.7 The Town can only reimburse the individual that can be proven to have actually incurred 

the expense, i.e., the individual associated with the charge card used.  For example, if a 
spouse of an employee incurred the expense, then the spouse will be the one reimbursed 
by the Town, not the employee. 

 
2.8 Out of pocket reimbursement requests shall be made via a timely, i.e., at least monthly, 

submitted signed voucher form or original invoice or bill of sale that contains: 
• Authorized signature (dept. head or majority of the related board); 
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• Department to be charged; 
• Vendor & Vendor number to be paid; 
• Invoice date, Invoice number and Due Date; 
• Appropriate Accounts & Amounts to charge; 
• Itemized list of each line item clearly indicating and describing what was purchased. 

 
2.10 Conference and seminar attendees are strongly encouraged to pay their fees in advance in 

order to obtain any early registration discounts and to allow time to have the cost paid 
directly via the Town’s regular accounts payable process. 

 
3.0 Other Guidelines 
 
3.1 Mileage reimbursement for use of private vehicles will be made utilizing the prevailing 

IRS rate in place at the time that the vehicle is used for town business.  Mileage shall be 
calculated from the employee’s office location to the destination points.  Mileage to or 
from an employee’s place of residence is not reimbursable.  Expenses for tolls and parking 
shall not be included in this mileage rate, but may be submitted for reimbursement 
according to the provisions of section 1.2 of this policy.  A completed Town mileage 
reimbursement form shall be submitted as supporting documentation for the amount of 
miles being reimbursed. This form can be found on the Accounting Office webpage under 
the Employee Information link. 

 
3.15 Employees shall use a “town vehicle” (if available) for local and in-Town travel.  If it’s 

determined that a Town vehicle could have been used, then mileage will not be reimbursed. 
 
3.2 Food reimbursements or credit card charges, including tips, will not exceed the United 

States General Services Administration (GSA) daily per diem guidelines (M&IE Rate) for 
the selected (nearest) county or city in which the expense was incurred.  A link to the GSA 
per diem rates can be found on the Accounting Office webpage under the Employee 
Information link https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-rates-
lookup.  Please note the lower reimbursement and chargeable allowances for the first and 
last days of travel as well as individual meal allowances. 

 
3.3 If charges for meals exceed this guideline it will be reimbursed or paid in full, only if the  

meals charges were required as part of a professional meeting. 
 
3.4 The relevant U.S. GSA Daily Per Diems are the maximum amounts that will be reimbursed 

or paid.  Only the allowed expense amounts actually incurred within these per diems will 
be reimbursed or paid. 
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APPENDIX B: 

 

 
 
 
 
 
 

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1 2 3 4 5 6 7 1 2 3 4 1 2
8 9 10 11 12 13 14 5 6 7 8 9 10 11 3 4 5 6 7 8 9
15 16 17 18 19 20 21 12 13 14 15 16 17 18 10 11 12 13 14 15 16
22 23 24 25 26 27 28 19 20 21 22 23 24 25 17 18 19 20 21 22 23
29 30 31 26 27 28 29 30 24 25 26 27 28 29 30

31

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1 2 3 11 5 6 1 2 3 1 2 3

7 8 9 10 11 12 13 4 5 6 7 8 9 10 4 5 6 7 8 9 10
14 15 16 17 18 19 20 11 12 13 14 15 16 17 11 12 13 14 15 16 17
21 22 23 24 25 26 27 18 19 20 21 22 23 24 18 19 20 21 22 23 24
28 29 30 31 25 26 27 28 25 26 27 28 29 30 31

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1 2 3 4 5 6 7 1 2 3 4 5 1 2
8 9 10 11 12 13 14 6 7 8 9 10 11 12 3 4 5 6 7 8 9
15 16 17 18 19 20 21 13 14 15 16 17 18 19 10 11 12 13 14 15 16
22 23 24 25 26 27 28 20 21 22 23 24 25 26 17 18 19 20 21 22 23
29 30 27 28 29 30 31 24 25 26 27 28 29 30

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1 2 3 4 5 6 7 1 2 3 4 1
8 9 10 11 12 13 14 5 6 7 8 9 10 11 2 3 4 5 6 7 8
15 16 17 18 19 20 21 12 13 14 15 16 17 18 9 10 11 12 13 14 15
22 23 24 25 26 27 28 19 20 21 22 23 24 25 16 17 18 19 20 21 22
29 30 31 26 27 28 29 30 31 23 24 25 26 27 28 29

30

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa
1 2 3 4 5 6 1 2 3 1

7 8 9 10 11 12 13 4 5 6 7 8 9 10 2 3 4 5 6 7 8
14 15 16 17 18 19 20 11 12 13 14 15 16 17 9 10 11 12 13 14 15
21 22 23 24 25 26 27 18 19 20 21 22 23 24 16 17 18 19 20 21 22
28 29 30 31 25 26 27 28 29 30 23 24 25 26 27 28 29

30

Legend: = Holiday & Rcpts for statement date Credit Card Billing Cycle Close Date - Every 2 Weeks
Observed day closed 3 biz days prior are due to

Accounting on this morning Payment Due Date - Every 2 Weeks

July 2018 August 2018 September 2018

October 2018 November 2018 December 2018

March 2018

April 2018 May 2018

Procurement Card Schedule

December 2017

February 2018

October 2017 November 2017

January 2018

June 2018



APPENDIX C
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APPENDIX D:  CARDHOLDER AGREEMENT & APPLICATION 
 

Cardholder (full name): __________________________________________________ 
 
Dept. Name: ____________________________________________________________       
 
Approving Supervisor’s Signature: _________________________________________ 
 
Finance Director’s Signature: ______________________________________________ 
 
As an employee of the Town of Foxborough, I hereby voluntarily accept a Bank of America Merrill Lynch 
Procurement Card.  I understand that I am not required to accept a procurement card as a condition of my 
employment and that I have the right to refuse to use the procurement card.  I understand that the procurement 
card is being provided to me as an alternative payment mechanism and that whenever I use the procurement 
card I will be making financial commitments on behalf of the Town.  I understand and agree that I shall be 
accountable for ANY use of the procurement card while in my possession and I agree not to allow any other 
person to have possession of the procurement card or to use the procurement card for any reason.   
 
I agree to keep the procurement card provided to me in a secure place at all times so that the card will not be 
stolen, misplaced, lost or misused.  I agree to notify the Program Administrator and Bank of America Merrill 
Lynch in the event I discover that the procurement card has been lost, misplaced, stolen or otherwise misused.   
 
I understand that my Department is liable to Bank of America Merrill Lynch for all charges that I make on the 
procurement card issued for my use.  I agree to use the procurement card responsibly and in accordance with 
restrictions and approved purposes in the Town’s Procurement Card Program Policy.  I agree to use my best 
efforts to achieve the best value for purchases of commodities or services for the Town in accordance with the 
laws of the Commonwealth of Massachusetts including MGL Chapter 30B (The Uniform Procurement Act). 
 
I agree to use the procurement card for approved business purchases only and I agree that the 
procurement card may not be used under any circumstances to purchase items for my personal use or 
for any use not authorized by the Town.  I agree that no purchases made with this card will be for alcohol 
products.  I understand and agree that the Town may audit my use of the procurement card at any time and that 
they may take whatever appropriate action is deemed necessary to investigate and resolve any discrepancies 
concerning my use of the procurement card.  I agree to cooperate fully with any investigation, audit or 
resolution process. 
 
I confirm that I have received a copy of the Town of Foxborough’s Procurement Card Policies and Procedures 
document.  I understand and agree that failure to follow these policies & procedures may result in the 
revocation of my procurement card privileges. 
 
I agree to return my procurement card immediately upon termination of my employment, including retirement, 
or any anticipated extended leave of absence of more than 10 business days. 
 
 
____________________________________ 
Card Holder’s Signature 
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