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BENEFITS TO USING BPC
= It costs $75 to cut a check.

= ]t costs $10 to use a credit card.

= With less staff in our offices, we
have to work smarter with fewer
resources. Preparing 1 voucher
instead of multiple vouchers would
cut back on paperwork for staff and
an overall savings to the University.




What type of expense can
be paid for with a BPC:

= Anything that would qualify as a
business expense and would
otherwise be reimbursed can be
purchased on the BPC.

= Some exceptions include meals while
traveling, hotel/lodging, alcohol and
tobacco. Official Hospitality will be
allowed if no alcohol is purchased
with the meal.

= For a complete listing of exceptions,
see the BPC manual Appendix 1.




BPC OVERVIEW

= Beginning November 1st, 2009, the
State of Kansas has decided to
discontinue the Business Travel
Account (BTA).

= KSU will allow travel related
expenses to be applied to individual
BPC cards after November 1st,




KSU offers 4 types of
Business Procurement
Cards

BPC Contract Card (Cardless)

Standard BPC Card

Enhanced BPC Card

Automotive Fuel Card




BPC Contract Account

= Cardless Account - also known as a
“ghost” account.

= $50,000 credit limit

= Can be used to pay ANY contract
vendor. One card can be used to
pay multiple vendors as long as they
are a contract vendor.




BPC Contract Account

CONTRACT VENDORS INCLUDE:
« Fisher Scientific

* Grainger

 Dell/Apple/HP

 Fed Ex

« Staples Advantage
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Standard BPC

VISA

= $5000 per transaction limit

= Any purchase that would qualify as a
business expense and would
otherwise be reimbursed can be
purchased on this card.

= New Allowance: Fuel. For those
who have gas cards for a State
vehicle, you may now start charging
your fuel for your vehicle to your
personal BPC and eliminate your gas
card.




Enhanced BPC

New option available on individual
BPC cards.

Start booking:

1. Airfare

2. Rental Car and gas
3. Road Runner

4. Shuttles

5. Registrations

6. Baggage Fees

g Tolls

8. Airport Parking




Enhanced BPC
Enterprise Car Rental

= For online rentals, go to Enterprise.com
and enter K-STATE in the “"Optional:
Coupon, Customer, or Corporate
Number”. In the pin # box enter 555.
This will ensure you get the discounted
rates agreed to in the State contract.
For out-of-state rentals, you will receive
a 5% discount by using this information
when reserving the car.

= You must supply your VISA at the rental
counter.




Enhanced BPC
Enterprise Car Rental

= By paying with your VISA, Collision and
theft coverage are automatically
covered so decline Collision Damage
Waiver (CDW) when renting.

= Collision Damage Waiver (CDW) and
Loss Damage Waiver (LDW) are the
only insurances that are reimbursable.

= If you are in an accident with a rental
car and you used your BPC to pay for
it, call 800-VISA-911 immediately.




Enhanced BPC

= Caveat: IF you book lodging WITH
airfare as a package, the entire
package may be charged to your
BPC. Lodging cannot be booked
separately and be charged to your
BPC.

= No meals are allowed on the BPC.

= If personal time is taken in
conjunction with business, do not
use the BPC for any of the travel
expenses mentioned above.




Automotive Fuel Card

= $200 per transaction limit

= Limited to purchases of fuel and
minor automotive repairs for KSU
vehicles.

= NOTE: If traveling by personal
vehicle, the BPC may not be used for
fuel and minor automotive repairs.




BPC Forms

= You can find all BPC Forms on the
Controller’'s webpage at:

http:/ /www.k-state.edu/controller/accounting/BPCForms.htm

= We have 3 forms related to the BPC:
1. BPC Account Action Request Form
2. BPC Policies and Procedures Manual

3. Dispute Form




Miscellaneous

= There is a Business Travel Card
(BTC) available through Human
Resources if you need additional
help with travel related expenses.
The card is solely your responsibility
for paying. Neither your department
or the Controller’s office takes care
of paying this credit card. Contact
Human Resources at 532-6277.




Reminders:

= DO NOT share your BPC card
number or card with others. Anyone
who needs to use a BPC should get
their own in their own name.

= Please submit your statements and
backup documentation to your
accountants in a timely manner.
The Controller’s office pays each
statement within 10 days after the
statement cuts off so we appreciate
your department reimbursing us as
soon as possible.




THANK YOU FOR COMING

= Questions concerning BPC cards can
be directed to Denae Dimler, BPC
Coordinator, at 532-1839 or Sabrina
Ritter at 532-1845.




