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P-Card Questionnaire Response Worksheet

	Company Information
	The Abbreviated Answer
	Further Explanation
	Attachment Provided

	Please enter your company name
	Company Name:
	
	

	Please enter the name of the company contact, phone, fax, and email address
	Contact Information:
	
	


QUESTIONNAIRE

The following questions will assist respondents in providing information in a concise manner.  Responses should contain as much information as possible to answer each question:

Please complete the following questions, add clarification in the space provided, and attach the requested material as part of the RFP response.
	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Interface to Colleague General Ledger: 

On a monthly basis, the purchasing card transactions will automatically debit the bank account for the amount due and JJC will charge the proper general ledger account for the purchases. 
· Can your software produce an ASCII record for each general ledger transaction? 

	
	
	

	· Is custom programming required to produce the ASCII file?
	
	
	

	· If custom programming is required, what is the price estimate in both hours and cost per hour? 
	
	
	

	· Does your company have prior experience at interfacing with Datatel?
	
	
	

	· Does your software capture Level 1 data from the merchant?
	
	
	

	· Does your software capture Level 2 data from the merchant?
	
	
	

	· Does your software capture Level 3 data from the merchant?
	
	
	


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Technical Assistance:

This section identifies the technical assistance your company deploys both in conversion and the ongoing operation of the purchasing card program: 
· How will you install the software? 
	
	
	

	· Will your technical representative be on the JJC site during the pilot and at the full conversion date?
	
	
	

	· Does your technical representative have 2-3 years experience in this product, the regulations and the technology?
	
	
	

	· Do you provide a 1-800 call center operation for technical assistance?  What are the hours of operation?
	
	
	Attach your call center performance expectations


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	The Purchasing Cards:

· Do you allow a client-designed logo for the card?  What are the parameters and criteria?
	
	
	Attach the purchasing card parameters and criteria

	· Is the functionality allowed by each cardholder managed in a table-driven manner allowing flexibility and ease-of-use by JJC?
	
	
	

	· Can you encode the card so that the merchant will not assess sales tax?
	
	
	

	· Can you limit the usage of the card to a certain dollar amount within a certain timeframe?
	
	
	

	· Can you limit the usage of the card to a certain number of transactions within a certain timeframe?
	
	
	

	· Can you restrict the usage of the card by type of purchase?  How is this accomplished?
	
	
	

	· Can you restrict the usage of the card within a certain geographic area?
	
	
	

	· Can you restrict the usage of the card to a particular merchant, or by product?
	
	
	


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	· Once an employee is terminated, can the administrator quickly deny usage of the card?
	
	
	

	· Can the cash advance feature be permanently blocked on all cards issued by JJC?
	
	
	

	· Can the same card be used for travel & entertainment along with small purchases?
	
	
	

	· Is travel insurance included with the card? 
	
	
	

	· Who creates and issues the purchasing card?  How long does it take once a request is made for a new card?
	
	
	

	· How long does it take to modify limits or other criteria on existing cards?  What is the process?
	
	
	

	· Are all these parameters controlled by JJC?  Or by your company on a daily basis?
	
	
	


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	· How many merchants accept your card within the US?


	
	
	

	· Can cards be issued for a specific dollar amount only (i.e. when the amount is acquired the card is useless)?

	
	
	


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Fraud and Charge-Back Control:


	
	
	

	· Who assumes the responsibility for stolen card purchases?  Describe the procedures for processing lost or stolen cards.
	
	
	

	· At what point does insurance coverage take effect for a lost or stolen card?
	
	
	

	· Once notified of a lost or stolen card, how long does it take to negate the card?
	
	
	

	· Is there a 24-hour toll-free telephone number for reporting lost or stolen cards?
	
	
	

	· What assistance is provided by JJC for resolving discrepancies with merchants?
	
	
	

	· What amount of insurance do you carry on each card for fraudulent use?  What procedures are in place to minimize risk of fraud or misuse of cards? 
	
	
	

	· Does your card impact the credit score of the individual cardholder?
	
	
	Attach a sample cardholder agreement document


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Reporting:

Which of the following reporting is available without writing queries?

· Monthly settlement report Please attach a 1-page example of each report
	
	
	Please attach a      1-page example of each report

	· Cardholder statement
	
	
	

	· Spending analysis by employee by MCC
	
	
	

	· MCC detail transaction report
	
	
	

	· Spending analysis by category
	
	
	

	· Merchant usage report
	
	
	

	· Cardholder usage report
	
	
	

	· Current merchant list
	
	
	

	· Sales tax report
	
	
	

	· Sales return analysis report
	
	
	

	· Charge-back analysis report
	
	
	

	· Does your system have a query-based report writer for the users?
	
	
	

	· Is the query system easy to learn and use by a non-programmer?
	
	
	

	· How much query training is provided?

	
	
	


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Monthly Reconciliation Process:
	
	
	

	· When is the settlement between JJC and your company performed?  Monthly?  Daily?
	
	
	

	· Will the settlement automatically occur?
	
	
	

	· What timeframe is allowed for JJC to perform the reconciliation and contest any transactions?
	
	
	

	· Is the data available to JJC on a daily basis?  What is the format?  Can it be downloaded to Excel?
	
	
	

	· Will the software automatically create and route an e-mail Purchasing Report to each cardholder at the end of each month? 
	
	
	

	· Will the software automatically create and route email reminders to cardholders and their supervisors who have not submitted their verified Purchasing Reports back to the A/P Department? 
	
	
	

	· Will the software support the automatic routing of an Expense Report and a Purchasing Report from the employee to their respective supervisor?  Then from the supervisor to the A/P Department? 
	
	
	


	Functionality
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Parameter-Driven Capabilities:

Please list all fields that are controlled by JJC.  Examples would include   the cost per mile reimbursed by the IRS, number of transactions allowed by card, dollar amount allowed by card, etc.

 
	
	
	


	Financial Considerations
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Purchasing Card System Costs:

· After successful completion of the pilot program, based on 7,000 – 8,000 annual transactions totaling over $2,000,000, what are the fees?
	
	
	

	· Does your company offer rebates at specific volume and/or dollar thresholds? At what level can rebates be realized by JJC?  What is the rebate percentage?  What is the percentage based on? 
	
	
	Attach your rebate program documentation

	· Will JJC be charged a pilot conversion cost?  If so, what? 


	
	
	

	· Will JJC be charged a college-wide rollout conversion cost?  If so, what? 
	
	
	

	· What are the one-time conversion costs?
	
	
	Please provide a list of all costs

	· Do you charge an ongoing maintenance fee?  If so, what is it?  What is it based on? 
	
	
	

	· What is the cost to train JJC card users and card administrator(s)?
	
	
	


	Client References
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Client References:

Provide five higher education customer references (three current customers, two former customers).  Indicating name, institution, address, contact name, position, phone number, email address, and length of relationship.  

Please include at least three (3) customer references with successful transitions from one procurement card to another.


	
	
	


	Marketing
	The Abbreviated Answer
	Further Explanation
	Attachments Provided

	Marketing the Program: 

Please provide copies of any posters, flyers, e-mail and videos used by other companies to market the program internally. 
	
	
	Attach any marketing programs
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