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REFERENCES: 

DOC 100.100 is hereby incorporated into this policy; WAC 458-20-178; DOC 200.050 
Purchasing; Purchase Card Custodian Desk Manual; State Administrative and Accounting 
Manual (SAAM) Chapter 45.10; State Contract #04298; Washington Purchasing Manual 

POLICY: 

I. The Purchase Card Program provides an alternative procurement method for 
purchasing goods and services to improve efficiency, flexibility, and convenience.  
Purchase cards will not be considered a primary procurement approach or used to 
avoid or bypass purchasing policies. 

II. All purchases made using the purchase card must comply with the purchasing 
requirements established by the Department of Enterprise Services’ Washington 
Purchasing Manual and the delegated purchase authority set by the Department. 

III. All purchase card users must comply with and have a working knowledge of all 
applicable policies, rules, and guidelines pertaining to the purchase of goods and 
supplies, including the requirements contained in the Purchase Card Custodian Desk 
Manual. 

DIRECTIVE: 

I. Purchase Card Custodian Desk Manual 

A. The Purchase Card Custodian Desk Manual contains the Department’s minimum 
standards for purchase cards.  The Manual will be reviewed at the same time as 
the policy and updated as necessary. 

II. Direct Buy Purchases 

A. The maximum value for purchases made using the purchase card is limited to 
the Direct Buy purchase authorization limit in DOC 200.050 Purchasing. 

B. Purchase cards may have per transaction, per day, and/or per month limits lower 
than the Direct Buy limit. 

III. Issuing Purchase Cards 

A. Supervisors may request a purchase card by contacting their respective Local 
Business Advisor (LBA) in writing. 

1. The LBA will review the business need for a purchase card and deny the 
request if there is no business need. 

http://apps.leg.wa.gov/WAC/default.aspx?cite=458-20-178
http://insidedoc/policies/Doc/Word/200050.pdf
http://insidedoc/policies/Doc/Word/200050.pdf
http://idoc/services/docs/purchase-card-custodian-desk-manual.pdf
https://www.google.com/url?client=internal-element-cse&cx=006237070161275942077:p4tdjp16bzg&q=https://ofm.wa.gov/accounting/saam&sa=U&ved=2ahUKEwiFoJiiqvT4AhWyJn0KHVjEC78QFnoECAgQAQ&usg=AOvVaw2LW4LFK-kdV_xM1atv7GCd
https://www.google.com/url?client=internal-element-cse&cx=006237070161275942077:p4tdjp16bzg&q=https://ofm.wa.gov/accounting/saam&sa=U&ved=2ahUKEwiFoJiiqvT4AhWyJn0KHVjEC78QFnoECAgQAQ&usg=AOvVaw2LW4LFK-kdV_xM1atv7GCd
http://www.des.wa.gov/SiteCollectionDocuments/ContractingPurchasing/Washington-Purchasing-Manual.pdf
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2. If the LBA determines there is a business need for a card, s/he will seek 

written approval from the Appointing Authority, which will include 
recommended per transaction and per month purchasing limits. 

3. With Appointing Authority approval, the LBA will request a purchase card 
from the Department’s Purchase Card Manager in writing, which will 
include the authorized per transaction and per month purchasing limits. 

B. The designated Card Custodian and his/her approving manager will: 

1. Complete the Purchase Card Custodian training requirements as listed in 
the Purchase Card Custodian Desk Manual, and 

2. Sign and adhere to DOC 02-203 Purchase Card Agreement. 

C. The Purchase Card Manager will issue the purchase card to the Card Custodian 
after receiving verification that all requirements have been met. 

DEFINITIONS: 

Words/terms appearing in this policy may be defined in the glossary section of the Policy 
Manual. 

ATTACHMENTS: 

None 

DOC FORMS: 

DOC 02-203 Purchase Card Agreement 

http://insidedoc/forms/Standard/02-203.pdf

