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CORPORATE PURCHASING CARD OVERVIEW  

 
 
 

PURPOSE 
 
This program is designed to simplify the purchasing of small dollar goods and services.  
 
BENEFITS 
The corporate purchasing card system benefits the Maryland Judiciary by reducing 
paperwork and processing costs of accounts payable for small dollar purchases. Vendors 
who accept corporate purchasing cards are paid much faster. 
 
LIMITATIONS 
Due to limitations in the current bank information systems, vendors subject to 1099 reporting 
may NOT be paid with the corporate purchasing card. These vendors are unincorporated 
service providers that require special reporting to the Internal Revenue Service. Purchases 
from these vendors are prohibited. 
 
CONTROLS 
 
The Maryland Judiciary’s Corporate Purchasing Card Program uses internal management 
controls, as well as features and reports from the card vendor's system, to manage and 
review the process to ensure that procedures are followed. 
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MARYLAND JUDICIARY 

CORPORATE PURCHASING CARD PROGRAM 
 
 

SECTION 1  INTRODUCTION AND INTENT 
 

1. This guide covers the implementation of the Corporate Purchasing Card 
Program and establishes minimum standards for possession and use of 
corporate purchasing cards. 

 
 2. The Corporate Purchasing Card Program was established to save the Judiciary 

time and money. By allowing the bank and the merchants to process most of 
the paperwork, the Judiciary eliminates the need to issue several thousand 
purchase orders, reduces the number of invoices to be processed and reduces 
the issuance of small dollar value checks. It helps the Judiciary obtain small 
dollar value items in a more efficient and cost effective manner. Vendors will 
benefit as well by a reduction in paperwork and an improved payment cycle 
for billings. 

 
 3. While it is the intent of this program to improve the efficiency and 

effectiveness of the Judiciary’s corporate purchasing methods, nothing in this 
guide is intended to replace current policy and/or procedures defined 
under the Maryland Judiciary Procurement Policy. 

 
 
 

SECTION 2  DEFINITIONS
 

1. Account Code Number - Also called Accounting Code. A fifteen (15) 
character alpha/numeric value defined by the Maryland Judiciary and keyed 
on the cardholder account. This value is appended to each transaction record 
and provided by the card vendor when the billing and/or data file(s) is 
transferred to the Maryland Judiciary and/or General Accounting Division. 
This allows the Maryland Judiciary to automatically allocate transaction 
expenses to the correct Program Cost Account (PCA). 

 
2. ACH-Automated Clearinghouse - An electronic network used by 

financial institutions to transfer funds per customer instructions. 
 

3. Acquirer - Also referred to as Merchant Acquirer or Merchant Bank. A 
member of VISA that has an account with merchants to process their credit or 
debit card transactions through the appropriate network(s). 
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4. Approving Officer - The agency head or other lawful designee possessing 
authority to approve incurring an obligation or making expenditures from 
State funds. 

 
5. Authorized Purchases - Purchases that further the business of the State. 

Legitimate business purchases and expenditures made by an employee on 
behalf of the State and the employing agency. Each purchase must be 
allowed by law and policy, and be within budget authority. 

 
6. Bank - The institution issuing Corporate Purchasing Cards to and in the name, 

of the Maryland Judiciary. 
 

7. Corporate Purchasing Card - Plastic payment device or a specific account 
number issued by the bank in the name of the Maryland Judiciary to a 
cardholder for facilitating small dollar value purchases on behalf of the 
Maryland Judiciary. 

 
8. Cardholder - A Judiciary employee authorized by the Maryland Judiciary to 

be the user of a Maryland Judiciary Corporate Purchasing Card. The 
Corporate Purchasing Card bears the name of the individual who is 
exclusively authorized to use it. The card can be used to pay for official 
purchases in compliance with Maryland Judiciary internal procedures. 
 

9. Card Controls - Controls coded to each card that restrict the use of the card 
as defined by the Maryland Judiciary. 
 

10. Card Vendor - US Bank/VISA is the current vendor providing corporate 
purchasing card services to the State. 
 

11. Declined Transactions - Transactions in which authorization has been refused 
by the card vendor/transaction authorization system. 
 

12. Documentation - Written evidence of a purchase, provided by the merchant, 
including an invoice, cash register receipt, packing slip, receiving report, 
repair order, or other evidence of goods or services received. 
 

13. Further the Business of the Maryland Judiciary- A purchase will "further 
the business of the Maryland Judiciary” only when the purchase: 
 

a. Is authorized by law, regulation, and/or by organizational policy and 
procedures; 

 
b. Will promote or support the lawful operation of the Maryland 

Judiciary on whose behalf the purchase is made; and 
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c. May be paid by public funds that are currently available to the 
Maryland Judiciary by appropriation, allocation or other legislative 
authority (and, where applicable, by allotment) for the purpose of the 
purchase. 

 
14. MBE - Minority Owned Business Enterprise. 

 
15. Memo Statement or Bank Statement - A statement-like form is sent to the 

cardholder each billing cycle for information and for reconciliation of 
purchases and/or credits. No payment is due on this statement. 
 

16. Merchant - The company, organization or individual who provided the goods 
or services and who will receive payment resulting from a Corporate 
Purchasing Card transaction. 
 

17. Merchant Category Code (MCC) - The merchant's bank shall categorize 
each merchant according to the type of business the merchant is engaged in 
and the kind of goods and services provided. The card vendor shall assign 
each merchant a corresponding Merchant Category Code (MCC). These codes 
shall be used as a means of analyzing card usage data as well as assigning card 
controls. Also referred to as Standard Industry Codes (SIC), a four-(4) digit 
numeric classification code is used in the authorization and settlement systems 
to identify the type of merchant. 
 

18. Personal Purposes - Purchases that do not "further the business of the 
Maryland Judiciary" and purchases that do benefit an employee or other 
person individually, rather than facilitate the discharge of the official 
functions or duties of the Maryland Judiciary. Any non-business use of the 
Corporate Purchasing Card that personally benefits the employee or third 
party, rather than the Maryland judiciary. 
 

19. Purchasing Card Program Administrator (PCPA) - An individual 
designated by the Maryland Judiciary to perform administrative 
functions within the limits of delegated authority to maintain the 
effectiveness of the program. 

 
20.    Sales and Use Tax - Taxes collected by merchants on items purchased. Sales                      

tax refers to tax on items purchased within the cardholders' State. Use tax refers 
to tax on items purchased outside the cardholders' State. The Maryland 
Judiciary is exempt from Maryland Sales Tax. The tax exempt number is 
30002563 and is printed on each card. 

 
21. Single Transaction Dollar Limit - Also called Single Purchase Limit. 

A fixed amount determined by the Maryland Judiciary, over which 
ALL transactions will be declined. 
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22. Statement Billing File - An electronic file available to the Maryland 
Judiciary’s Finance Department on a monthly cycle that contains ALL detail 
concerning transactions on the account that is used for settlement, cost 
allocation, and reporting. 

 
23. Supplier - Also referred to as Vendor or Merchant. An organization that 

provides goods or services to a customer and accepts payment for those goods 
and services. Supplier and Vendor are common terms used by most 
Purchasing Agents. Merchant is a common term used within the banking 
industry for those vendors or suppliers who accept Corporate Purchasing 
Cards. 

 
24. Transaction Log - A form to be used by all cardholders to record each                                

transaction, charge  or credit, made on a purchasing card. The log should be 
used by the cardholder to reconcile transactions with  their corresponding 
bank statement. 

 
25. Unauthorized Use - Use of the Corporate Purchasing Card for employee travel 

expense, capital, meals, outlays for major projects, personal purposes, or 
purchases in excess of the limit authorized by the policy. Obtaining cash from 
the Corporate Purchasing Card is strictly prohibited.  

 
26. 1099 Vendor - A 1099 is a form, that companies and governments are required 

to provide to the Internal Revenue Service (IRS) for each unincorporated 
vendor with whom they spent more than $600 in a calendar year on 1099 
related expenditures. Payments to merchants for goods are not 1099 related 
expenditures. Payments to unincorporated vendors for services are 1099 
related expenditures and are not permitted through the use of the 
Maryland Judiciary Corporate Purchasing Card Program. 

 
 
 
SECTION 3  CORPORATE PURCHASING CARD OVERSIGHT
 

1.  The Maryland Judiciary’s Finance Department is responsible for processing 
invoices to the State Comptroller’s Office to pay the bank for all 
purchases/credits made by the Maryland Judiciary.  

 
2. The Maryland Judiciary’s Procurement and Contract Administration 

Department is responsible for determining if a purchase made under this 
program in accordance with the Maryland Judiciary’s procurement 
policies and procedures. The Maryland Judiciary’s Procurement and 
Contract Administration Department is also responsible for determining 
if a purchase meets the Corporate Purchasing Card Program’s policies 
and procedures. 
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3.  The approving officer (State Court Administrator) or their designee is 
responsible for designating a PCPA who shall function as the Judiciary’s 
liaison to the bank.  

 
4.  The Maryland Judiciary’s Finance Department is responsible for the fiscal 

oversight of the Maryland Judiciary’s Corporate Purchasing Card 
Program. This includes the prompt payment of the vendor’s monthly 
statement. This is accomplished by the timely retrieval of the vendor 
statement billing file and subsequent transmission of the vendor payment 
file to the General Accounting Division of the State Comptroller’s 
Office. 

 
5. The PCPA is responsible for providing the Judiciary’s Finance Department 

the Account Code Numbers assigned to each cardholder for verification. 
Account Code Number assignment must be completed prior to the issuance of 
the Corporate Purchasing Card. 

 
6. The responsibility for the program rests with the Maryland Judiciary’s 

assigned PCPA.  
 
 
 
SECTION 4 ISSUING CORPORATE PURCHASING CARDS
 

1. The bank will issue Corporate Purchasing Cards to cardholders based on the 
signed written approval of the State Court Administrator or designee. The 
card will be issued with the name of an employee and Maryland Judiciary 
embossed on the plastic.  

 
2. The cardholder, the cardholder's Program Administrator and the PCPA must 

complete and sign a Corporate Purchasing Program Card Cardholder 
Agreement Form (Exhibit A) indicating compliance with the program policy 
and guidelines. The Maryland Judiciary’s PCPA will retain the original 
agreement. 

 
3. Following the Maryland Judiciary approvals, the PCPA will submit the 

cardholder information electronically via the computer system used by the card 
vendor for issuance of the card.  

 
4. The card vendor will distribute the Corporate Purchasing Cards directly to the 

Maryland Judiciary. The individual who receives the Corporate Purchasing 
Cards must be independent of the Judiciary’s PCPA duties. The Judiciary’s 
PCPA must not be the one to submit Corporate Purchasing Card applications and 
receive the cards in the mail from the card vendor.  
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5. The Judiciary’s PCPA is responsible for correcting any errors in the cardholder 
Account Code Number with the card vendor before the issuance of the card. 

 
 
SECTION 5 CORPORATE PURCHASING CARDS SECURITY
 

1. The cardholder who has been issued a Corporate Purchasing Card must 
secure and control the card and any documents containing the account 
number at all times. 

 
2. The PCPA must maintain accurate records at all times of the individual 

cardholders responsible for each card issued to the Maryland Judiciary. 
 

3. The card vendor will monitor the cardholders’ card expiration dates and 
reissue cards every 36 months via the Judiciary’s PCPA.  
 

4. Every effort should be made to secure all purchasing card account number 
information. This includes reports, statement packing slips, and receipts. 
Paper documents containing the purchasing card account number should be 
shredded or destroyed when the information is no longer needed. Retention of 
the documents shall be in accordance with the Maryland Judiciary’s record  
retention and disposal policy. Furthermore, access to the card vendor's 
database should be limited to only select users. Transaction management is 
secured with access rights dictated and assigned by the Maryland Judiciary to 
allow access only by authorized personnel. Typically, individual users of 
transaction management, supervisors, and PCPA’s will have access to 
functionality restricted to their level in the billing hierarchy. The Cardholders 
may be granted authority to view their transactions, disputes transactions, and 
make entries into the cardholder log of transactions. 

 
 
SECTION 6 CORPORATE PURCHASING CARD USE
 

1.  Normally, a card will have a Single Purchase Limit not exceeding the 
amount specified under Category I Small Procurements as defined in 
the Maryland Judiciary’s Procurement Policy. Purchases shall not 
be divided artificially in order to use the Category I Small 
Procurement method. 

 
2.  Corporate Purchasing Cards shall only be used for authorized purposes. 

Capital outlays for major projects are not authorized. Also prohibited are 
purchases of equipment and furniture costing $500 or more per item 
and purchases of  “sensitive items” (items costing less than $500, but 
are prone to theft). 
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3. Specific restrictions apply to the following Merchant Category Code Groups 
(MCCG): 

 
a. Service Providers - MCC #6010 through #7033 -Total Group 

Restriction (Financial Institutions, Securities Brokers, 
Timeshares, etc.). 

 
b. Personal Service Providers - MCC #7221 through #7299. Restrictions 

on (Photographic Studios, Beauty and Barber Shop, Shoe Repair-
Shine Shops, Funeral Services and Crematories, Dating and Escort 
Services, etc.). Cardholder questions regarding specific types of 
transactions should be addressed to the Maryland Judiciary PCPA. 

 
c. Amusement and Entertainment - MCC #7832 through # 7997 and 

#7999. Restrictions on (Motion Picture Theaters, Bowling 
Alleys, Video Game Clubs, Betting, Golf, Recreation Services, 
etc.). 

 
d. Miscellaneous - No purchases are permitted for the following 

groups and/or items: 
 

Drinking Places (Alcoholic Beverages) MCC #5813 
Eating Places Restaurants MCC #5812 
Fast Food Restaurants MCC #5814 
Package Goods Stores (Beer, Wine, & Liquor) MCC #5921 

 
4.  Contracted Services - 1099 vendors (Unincorporated service providers) are 

not blocked, but are excluded by regulation. Any services that may be IRS 
Form 1099 reportable are NOT authorized (see Section 2 for definition of IRS 
Form 1099). 

 
5. Cash Advances/money orders are strictly prohibited. 

 
6. See the PCPA for the full MCC codes. 

 
 
 
SECTION 7 CORPORATE PURCHASING CARD ABUSE
 

1. If an employee abuses the Corporate Purchasing Card privilege or the 
provisions of the Corporate Purchasing Card agreement, the card may be 
forfeited and cancelled and the employee is subject to disciplinary action 
up to and including dismissal. The employee may also be ineligible for 
restoration of Corporate Purchasing Card privileges. 
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