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November 7, 2007

Polk County Purchasing Division

W.A. “Buddy” Storey, Purchasing Director
2470 Clower Lane

Bartow, Florida 33830

Dear Mr. Storey:

On behalf of Bank of America, thank you for the opportunity to provide Polk County with the
Purchasing Card recommendations offered in this proposal. As the County grows and evolves,
receiving the right financial advice to help you achieve your goals is critical. At Bank of America,
we work closely with our clients as a dedicated financial advisor, by carefully listening to your
objectives and then providing expert advice, industry insight and treasury product and service
solutions to meet your needs and fuel your growth.

The solutions we are recommending in this proposal are based on careful review of your needs and
goals, day-to-day knowledge of your specific requirements and operations, and discussions with you
and your team. The partnership between Bank of America and the County is built on making sure we
meet and anficipate your needs, and adding value to the way in which you conduct business. As
always, we are committed to providing higher standards in everything we do.

We have leveraged our knowledge of your goals, as well as your industry, in preparing the attached
proposal. We are delighted at the opportunity to provide you with our commitment to expand your
current Purchasing Card program and enhance it with pre-paid or loadable cards and ePayables.

With our industry expertise, worldwide network, and breadth of products and services, we deliver
solutions to help entities such as Polk County succeed. This proposal reflects a solution that will
meet your needs both now and well into the future. Thank you for your consideration of Bank of
America.

Sincerely
: 7
Wosrie Lrmpgor~ (A,
/
Lynn C. Nieves, MBA, CTP Glenna S. Thompson Evan Tullos
Senior Vice President Vice President Senior Vice President

Client Manager Treasury Mgmt. Sales Officer Sr. Card Account Manager



Submitted by

Lynn C. Nieves, MBA, CTP

Senior Vice President, Client Manager
101 East Kennedy Blvd.

Tampa, Florida 33602-5179
813.225.8107

Glenna Thompson

Vice President, Treasury Sales Officer
101 East Kennedy Blvd.

Tampa, Florida 33602-5179
813.225.8373

Evan Tullos

Senior Vice President, Card Senior Account Manager

13099 US Hwy 41 SE
Fort Myers, Florida 33907
239.433.6105

November 7, 2007
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Executive Summary

Executive Summary

Bank of America’s mission is to be the number one provider of commercial and purchasing card
payment solutions. We are one of the largest card issuers in the United States due to our Brand
Strength, Proven Experience, Acclaimed Strategic and Consultative Account Management and our
ability to customize efficient and state-of-the-art solutions.

Profitability Statement

Bank of America is committed to assisting the County in expanding your current purchasing card
program and introduce greater efficiencies. With these efficiencies and no cost program, the County
will achieve administrative savings, electronic billing and payment for purchasing commodities and
services. With the expansion of your existing program, introduction of innovative solutions to pay
vendor’s electronically with ePayables, and the use of zero balance or loadable cards, the County will
realize cost savings, increase float and rebate. Bank of America’s devoted and experienced staff will
actively solicit and enroll the County’s vendors interested in participating in the ePayables solution,
allowing the County’s staff to concentrate on other tasks. We will continue to monitor the County’s
purchasing card program to ensure the anticipated growth goals the County expects year-over-year are
accomplished.

As a current Bank of America Purchasing Card client, the County will not have to experience the
daunting task of transitioning a program of this magnitude. This would include contract negotiations,
implementation or re-issuance of cards, while ensuring no impact to your cardholders, program
administrators or vendors. There will be no time lost and potential savings and revenue lift can be
recognized immediately.

Productivity Statement .

» Our Works™ application is owned by Bank of America and there is no doubt or question that we
will continue fo offer this application to our clients and enhance our client’s ability to consolidate data
collection and reporting;

» Works provides the County with a state-of-the-art electronic management and reporting tool you are
accustomed to;

» Works will assist to increase the County’s budget controls;

* Knowledgeable and experienced customer service is casily accessible via a toll-free number;

» Client specific training and industry conferences are offered frequently for program administrators
and users and can be customized to meet your needs;

» Works has the ability to allow the program administrator to manage the available funds on your card
accounts in a real-time environment;

» Issuance of new cards or deletion of cards can be accomplished from the program administrator’s
desktop with Works.

We believe this proposal cleatly states our unique ability to continue as the County’s Purchasing
Card provider and our desire to actively partner with the County to expand your current program.
We welcome the opportunity to learn more about the County’s growing needs, processes and
policies while discussing in detail.

Bank of America ’ i
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Selection Criteria

Selection Criteria

COMPETENCE
Bank of America has provided behind Attachment 1 section of our response a list of names and
resumes of the key Bank of America personnel assigned to this project.

CURRENT WORKLOAD

Bank of America has more than 2.5 million large corporate/commercial cards in circulation in
2006, generating more than $9.8 Billion in annual spending volume. In addition to these private
sector clients, Bank of America’s public sector programs total more than 1.8 million cards and
more than $6 billion in annual spending volume.

SAMPLE OF PROPOSED CARD

Bank of America will continue to print the County’s logo on the front of each card. An example
of our standard stock is provided below.

Standard card features include:

® Two lines of up to 23 characters available for the cardholder’s name, entity name
or department name

* National and international toll-free Customer Service telephone numbers are
printed on the reverse of each card

* ATM’s are not referenced on the card

Should you desire additional colors or graphics beyond the standard card pictured below, custom
design services are available for an additional fee.

Bank of America 1
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TRAINING

Bank of America provides Works online training and tools for all cardholders. In addition, Bank
of America provides train-the-trainer instruction for all program administrators and accountants.

Works training includes specific sessions on the following topics:
*  Works Process Overview
¢ Initial Login/Forgot Password
* Navigating Works
¢ Cardholders: Reconciling Transactions (without the Purchasing Request process)
¢ Cardholders: Creating Purchase Requests and Reconciling Transactions

* Cardholders & Managers: Viewing Your Online Statement and Handling Flagged
Transactions

* Managers: Transaction Sign Off and Approving/Rejecting Purchase Requests

* Managers: Transaction Sign Off ‘

* Managers: Reporting '

* Cardholders and Managers: Submitting and Approving Reimbursement Requests

Ongoing Training support

Bank of America offers Works training tailored to the needs of new clienis and existing clients as
well as advanced training to leverage Works beyond the traditional purchasing cards. In addition,
we offer training videos and emails with helpful hints to help you maximize the benefits of the
Works solution.

Bank of America 2
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City of Clearwater

Hillsborough County

Duval County Public

1 Manager

" " Schooels
| Steve Moskun Linda Wheat Larry Ganger
| Cash and Investment Purchasing Manager Supervisor

| 727-562-4532

813-301-7092

904-858-4856

11008, Myrtle Avenue
4 Clearwater, FL. 33758

601 E. Kennedy Blvd.,
Tampa, FL. 33602

4880 Bulls Bay Highway
Jacksonville, FL. 322195

| steve.moskun@myclearwat
| er.com

wheatl@hillsboroughco

_ unty.org org
| 563 949 353
1999 1997
Purchasing Card Purchasing Card s Purchasing Card
Optimization Optimization Optimization
ePayables * cPayables

State of Florida

City of Port St. Lucie

Ommet Mbiza Cheryl Shanaberger
Purchasing Manager Purchasing Manager
850-488-7804 772-871-7390
4050 Esplanade Way 121 S.W. Port St. Lucie Blvd.
Tallahassee, FL. 32399 Port St. Lucie, FL 34984
Ommet. Mbiza@dms.myflorida.com cheryls@gcityofpsl.com

-| 51,964 207

11997 1998

* Purchasing Card
Optimization

¢ ePayables

* Purchasing Card
Optimization

* Cardless Accounts

Bank of America

gangerl@educationcentral.
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ABILITY TO DESIGN AN APPROACH AND WORK PLAN TO MEET THE P-CARD
REQUIREMENTS

Bank of America understands the County wants to optimize its current purchasing card program
and introduces greater efficiencies such as ePayables, zero balance and loadable cards at no cost.
The County is interested in cost savings and rebate; however, efficiencies, technology reporting
and minimal time spent on implementation are extremely important.

Bank of America has read the requirements of this Request for Proposal. We are in compliance
with all applicable federal, state and local laws, statutes, ordinances, rules and regulations.

QUOTATION OF RATES, FEES OR CHARGES AND OTHER DETAILED COST
PROPOSAL OR COST BREAKDOWN INFORMATION.

This 1s a no cost program, with revenue generating potential. Bank of America is pleased to offer
the County an attractive and competitive rebate program, please see the following tabie:

Purchase Card Annual Volume Cycle 30 30 30 30 30
Tiers Excludes Large Ticket Grace 3 7 14 20 25
$1,000,000 - $1,999,999 0.91% 0.85% 0.75% | 0.67% | 0.60%
$2,000,000 - $2,999,999 1.10% 1.05% 0.95% | 0.87% | 0.80%
$3,000,000 - $4,999,999 1.16% 1.10% 1.00% | 0.92% | 0.85%
$5,000,000 - $9,999,999 1.18% 1.12% 1.02% | 0.94% | 0.87%
$10,000,000 - $14,999.999 1.19% 1.13% 1.03% | 0.95% | 0.88%
$15,000,000 - $19,999,999 1.20% 1.14% 1.04% | 0.96% | 0.89%
$20,000,000 - $49,999.999 1.21% 1.15% 1.05% | 0.97% | 0.90%
$50,000,000 - $74,999,999 1.25% 1.20% 1.10% | 1.02% | 0.95%
~$75,000,000 - $99,999 999 1.28% 1.23% 1.13% | 1.05% | 0.98%
$100,000,000 or over 1.30% 1.25% L15% | 1.07% | 1.00%
Qualified Large Ticket Cycle 30 30 30 30 30
Transactions Grace 3 7 3 29 25
$1,000,000 - $1,999,999 0.50% 0.45% 0.35% | 032% | 0.25%

Bank of America . 4




ATTACHMENT B

Request For Proposal 08-002-RGH .
BankofAmerica _
2

Questions

Questions

a) Proposers shall describe the method by which cards are issued and the time frame from
the receipt of a card request to the issuance of a new card, and describe the method of
receiving card requests and the method of delivering cards. What is the turnaround
time for replacing a lost or stolen card?

The County’s card administrator can continue to request cards online using Works, Bank of
America’s proprietary premier reporting system. New cards are mailed to the card
administrator or the individual cardholder(s) as designated by your program administrator.
The County can continue to determine the desired cardholder credit limits and restrictions.

New cards must be activated by calling our toll-free, 24/7 Customer Call Center number and
entering a pre-set activation code. This procedure ensures that only the correct cardholder is
in possession of the card and reduces potential liability.

The length of time it takes to receive a new card depends on the method of delivery chosen
and the time of day it is ordered. ‘

* Via U.S. Mail, the County will receive new cards within seven to ten days.
* ViaFederal Express, the County will receive cards in 2 business days.
* Rush requests for next day delivery can also be accommodated.

Lost or stolen cards are typically issued within two business days following notification to
Bank of America.

b) Can sales tax be blocked from charging te the card within and outside of Florida?
Bank of America’s purchasing card program does not systemaﬁcally allow for tax
exemption. Tax exemption is typically only provided to an employee of the state in which

they reside. In addition, not all purchasing qualify for tax exemption.

A majority of clients elect to place a tax exempt phrase on their cards and this works
effectively for the majority of the purchases,

¢) Discuss settlement ferms:
i)  How quickly after a transaction has been conducted is information available?

Once the transaction information is passed from the merchant to Bank of America,
it is available for viewing on Works within twenty-four hours.

Bank of America : 5
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ii)  What billing cycles are available?

The County will be able to choose a billing cycle offered through our flexible
billing system based on your needs and payment cycle options. Our billing system
cycles every seven days (weekly), every fourteen days (biweekly) or monthly,
allowing the County to choose the cycle frequency and day appropriate for its
business model.

iii) How will we receive billing statements?

Billing Delivery Options

EDI 811: EDI 811 is a file containing the customer’s billing information that is
formatted according to the ANSI X.12 file layout requirements. With the EDI 811
format, the County’s billing information will be sent to Bank of America from our
processor, Total Systems, for translation into the EDI 811 format. Bank of America
will then initiate delivery of the information to a dedicated EDI mailbox or a value-
added network (VAN) mailbox.

Statement Billing File: The Statement Billing File, or SBF, is a fixed record file
that contains the customer’s billing information. The SBF is created by our
processor, Total Systems (TSYS), and will be delivered to a value-add network
(VAN) mailbox. You will dial into the VAN mailbox to access a file download.
This file can also be directed to an FTP site.

Paper Statements: The traditional paper statement may be used for billing with
any account type. The statements are sent via U.S. mail.

' iv}  Procedure for resolution of billing discrepancies?

 Steps For Timely Dispue Resolution

L. The fastest way to resolve a problem with a purchase or transaction s to work directly with the
merchant.

1 2. 1f you cannot resolve the issue with the merchant, you must initiate a dispute with Bank of
America within sixty days of the close of the billing cycle in which the transaction occurred.

3. To file a dispute, complete the Commercial Card Claims Statémem of Disputed Item (Dispute
Form) form. This form can be completed on paper through Works, our web-based reporting tool,

4. Fax the completed form to Commercial Claims and keep a copy of the fax transmission report.
1f completing the form in Works, this step is not necessary. The form will be imaged and the
dispute processed. 1f Commereial Claims requires more information, they will send a letter to thie
cardholder at the address on file with Bank of America. You must respond fo the request for more
information, even if'it’s to say you have no more detail, or the dispute will be considered closed.

Bank of America ' 6
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Steps For Timely Dispuf

5. Cardholders may call Commercial Card Customer Service fo check on the status of a dispute or
with questions regarding a dispute. _ ,
6. Merchants have 60 days to respond to-the dispute. The merchant may request more information
during that time, or may protest the dispute. You will then have another opportunity 10 restate your

case and the merchant has another opportunity to respond.

v)  What are payment terms from statement date?

The County will have a choice of grace periods for account payment on your
corporately billed accounts. Grace periods may be from three to twenty five
calendar days and must be less than the days in the billing cycle.

vi) How will we receive electronic information?

Through the Works Payment Manager application, the County can continue to view
billing statements online. These statements can be exported or integrated into your
existing accounting system or specialty systems with little to no need for IT support
to do so.

vii) What options are available for making payment (i.e., check, ACH, other)?

To provide the County with maximum flexibility, Bank of America supports the
electronic payment processes as described here:
¢ ACH Credit - You can initiate the sending of an ACH file to Bank of
America where the payment will be posted to the designated account(s).
¢ ACH Debit — ACH Debit is an electronic payment method that allows Bank
of America to automatically debit your designated account at the end of the
chosen seftlement period for the amount owed during that billing cycle.
* Wire Transfer — The County can wire funds to Bank of America with
instructions to post the payment to the appropriate card account.

* Pay By Phone — The County can use Bank of America’s Pay By Phone option
to make payment to their card account.

- d) Describe the merchant support function. Is a third party alliance established? If so,
describe the nature of the alliance.

Bank of America includes both an issuer and merchant card processor. This benefits our
clients because we can assist in increasing supplier acceptance, a key factor in the success of
any Corporate Card program.

Bank of America 7
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Bank of America Merchant Services, is dedicated to working with our clients to improve
overall merchant support and to target client-specific merchants for sign-up and system
upgrades. Bank of America Merchant Services is the largest bank-owned, coast-to-coast
merchant credit card processor in the United States, and the second largest overall.

¢) Describe the card controls and usage restrictions supported by the issuer’s program,
i) Company level restrictions
ii)  Cardholder level restrictions
iif) Department level restrictions

Unique authorizations can be established for each cardholder at the individual,
departmental or company levels. Transactions will be checked against controls at
each level and will be declined if not within the established authorization
parameters at the point-of-sale.

iv) Merchant Category Code / Standard Industry Classification (MCC/SIC)
restrictions

The County can establish restrictions on merchant or suppler type by Merchant
Category Code (MCC), an expanded version of the Standard Industry Classification
(SIC). In a state of emergency, all merchant codes can be activated just in case a
cardholder needs to make a purchase at a non-traditional business merchant, such as
ice from a liquor store.

v)  Deollar limits / transaction limits

The County can establish restrictions on dollar limits per traﬁsaction, by day or by
business cycle.

vi) Transaction method (over the counter vs. telephone orders)

The County has the ability to utilize or block direct marketing and/or catalog
merchants.

f) Describe the average time it takes to perform function and how the function is handled
(phone, change form faxed or mailed, email) for the following. Response time as well as
the ability to be decentralized on certain items listed below will be critical to the
evaluation process:

i)  Applying for a new card

The card administrator requests cards online. The cards are mailed to the card
administrator or the individual cardholder(s) as designated by the program
administrator(s). '

Bank of America 8
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vi)

Questions

Decentralization can be easily accomplished by establishing a hierarchy for each
department and further decentralization can be established with departmental
program administrators, if desired.

Modifying a cardholder’s profile (must be within minutes)

To delete, cancel, remove cards or manage spend limits, the administrator uses an
automated scarch engine to perform a simple card search and marks as needed.

Once marked, the modifications take effect within 5-7 seconds. Once in effect, all
turther card transactions will be declined or processed accordingly.

Renewal of card

Cards will be renewed and mailed out one month prior to the expiration date printed
on the card.

How to obtain replacement of cards (including emergency situations)

Replacement cards can be requested by your cards program administrator(s)
through the Works application. For emergency replacements, your cards
administrator(s) should contact Bank of America customer service directly to
expedite delivery of the plastic.

Minimum and maximum time to process normal replacement cards

To replace their cards cardholders must contact Bank of America’s 7x24x365 toll-
free Customer Call Center to arrange for card cancellation and replacement when
calling domestically or abroad.

Upon notification, cancellation of such cards is effective immediately and a new
card may be issued. Typically, cards are issued within two business days following

notification to Bank of America.

If a temporary card is issued, your cardholders will be able to make merchant
purchases and obtain cash advances in person at banking centers.

Minimum and maximum time to recejve emergency replacement cards

In the event of an emergency, a “rush” can be requested and replacement cards can
be issued within 24 hours (or two business days if outside the U.S).

Bank of America g
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vii) Procedure and conditions for canceling a card
viii) Removal of invalid cards

To delete, cancel or remove cards, the administrator uses an automated search
engine to perform a simple card search and marks the card cancelled immediately.

ix)  Procedure for reporting lost or stolen cards

Lost or stolen cards are reported in a two-step process to allow for maximum
control and fraud prevention:

* First the user or program administrator must at once marks the card
Lost/Stolen in the Works application, which will begin blocking all
authorizations against the card immediately.

*  Within 24-hours the user or program administrator must call Bank of America
customer service to notify us of the loss/stolen card and triggers the
appropriate paperwork to be completed thereby minimizing the liability
according to Visa rules.

g) Describe your customer service capabilities for the following:
i)  Hours of coverage
ii)  Toll-free number access
iii) Dedicated representative for our account
iv) Cardholder account management
v)  Cardholder complaints
vi)  Quality measures for response time

The following tables outline the multi-level support that the County currently receives as a
valued Bank of America client. :

Account Manager, Evan Tulles ' Supported by the National Account =
. Sl T e e T . Management Team =
Evan Tullos is the designated representative for your account. He will continue to provide
stralegic program design, development, and direction of your program with Bank of America.
Evan functions.as a consultative resource. He will assist you in meeting and exceeding
measurable goals critical to the success of your card program. Additionally, he will continue
to serve as a point of escalation for program issucs, Evan has a bank issued blackberry and ¢an

be reached at any time, '

. Client Level Support S Jane Rilter G
Jane Ritter, the County’s assigned Account Specialist is available via toll-free, Monday
through Friday for Program Administrator(s) assistance. Calls received after business hours
are routed to the Customer Call Centers. Cardholders may-continue to call customer service,
which is available 24/7.

Bank of America 10



ATTACHMENT B

Request For Proposal 08-002-RGH .
Bankof America

<

Questions

 Bank of America Technical Helpdesk  Team of dedicated to providing technical

S s : G : - agsistance ..
The Technical Helpdesk provides technical support for your program. They will provide
technical support throughout the life of your contract by assisting with any technical problems
that you may encounter. The Technical Helpdesk can be reached Monday through Friday from
8:00 a.m. to 9:00 p.m. by diaﬁnﬁ&l&s )7-2638.

_ Bank of America Toll-Free 7x24x365 Team providing cardholder and basic =
_ - Customer Call Center-. .~ . administrative assistance i

Bank of America’s customer service representatives assist with cardholder inquiries. The
Program Administrator or-cardholders may call our domestic toll-free number anytime
regarding various queries including cardholder complaints, receipt of payment, disputes, and
lost or stolen cards, :

Bank of America practices a Customer Satisfaction process for our Customer Call Center,
Technical Helpdesk, and Company Level Support. Calls are monitored and measured against
the following quality indicators:

* Percentage of calls handled

* Percentage of calls abandoned

* Service level percentage

* Average speed of answer (minutes:seconds)

Performance measures are recorded daily, reported to senior management monthly, and
reviewed by departmental managers for process improvement and quality assurance.

2) Card Misuse and Liability

a) Specifically, what is participating entities liability if an employee unknowingly or
knowingly misuses their P-card? What is participating entities lability for stolen or lost
P-cards, and stolen or lost P-cards that are nsed illegally?

Bank of America provides a sophisticated authorization system that allows the County to _
define cardholder spending controls that, if violated, will result in a declined authorization at
the point-of-sale. In addition, Bank of Amierica provides exception reporting that allows the
County to detect unusual spending patterns and possible cardholder misuse.

In the event that cardholder abuse does occur, Bank of America provides coverage through
the card association’s misuse protection program. This coverage will be subject to the terms
and exclusions of the misuse protection program as established from time to time by the
program underwriters. You must also meet all of its obligations under the program including
but not limited to termination of the employee. The misuse protection program is
automatically provided with all Bank of America commercial card programs and is offered
free of charge. - '

Bank of America . H
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The County will not be liable for transactions resulting from unauthorized use (i.e. fraud) of a
lost or stolen cardholder account as long as:

* Notice is given to Bank of America as soon as practically possible within the
first twenty-four hours following discovery of the loss, theft or possible
unauthorized use.

* The County and its cardholder assist Bank of America in investigating facts
and circumstances relating to the loss, theft, or possible unauthorized use.

3) Card Acceptance

a)

b)

Specifically, Propesers shall describe their P-card’s general acceptance in the State of
Florida. '

The current number of Visa Merchant Acceptance locations in Florida is 357,556.

Bank of America conducts a vendor match through Visa’s Program Optimization model.
Through this match process suppliers are identified as non-acceptors. We now have an
automated way to pass those identified suppliers to Bank of America Merchant Services
(BAMS) through an application termed SEP with the goal to enroll as many suppliers as
possible as Visa acceptors.

Successful Proposer shall have an established program to recruit new businesses when
notified by participating entities that a vendor did not accept the P-card. Please
describe this program, its methods, and level of success.

Bank of America conducts a vendor match through Visa’s Program Optimization model.
Through this match process suppliers are identified as participating vendors and non-
acceptors. We now have an automated way to pass those identified suppliers to Bank of
America Merchant Services (BAMS) through an application termed Supplier Enrollment
Program (SEP) with the goal to enroll as many suppliers as possible as Visa acceptors. This
process enables the expansion of card acceptance through enrollment of our client’s vendors.
This has been a very successful approach and directly impacts our client’s ability to increase
their volume and rebate earnings.

Bank of America’s local Florida merchant representatives will be available to have these
discussions with Florida vendors.

Bank of America ‘ 12
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4) Disaster Recovery

a) Do you have a disaster recovery plan? If so, provide a description of the plan, including
the time required to become fully operational after a disaster.

Yes, the Works Disaster Recovery Plan (DRP) is maintained in accordance with Bank of
America’s guidelines. The DRP itself is kept offsite for safekeeping along with the backup
tapes needed for restoration.

One Hour to Full Recovery Capability
While the SLA for disaster recovery is 24-hours, Works annual test indicate that it takes
approximately one-hour from the start of the disaster recovery process to bring the DR site to

full recovery capability.

Automatic Backups

Automatic tape-based full backups are performed on a nightly basis. One full backup tape per
week is stored off-site and restore operations are tested periodically. Monthly and yearly full
backup tapes are kept, along with other critical software and a copy of the Disaster Recovery
Plan, in a permanent archive bin at the offsite location. Logs are kept of all backups and
which tapes are stored offsite.

Alternate Centers :
In the event of a disaster to the production data center at SunGard in Austin, TX, the DR site

in Kingston, NY would be utilized.

A backup electrical power system for both the primary SunGard data center in Austin, TX
and the DR data center in Kingston, NY includes an uninterruptible power supply (UPS)
module, batteries, and a turbo-charged diesel generator. Environmental controls have been
installed to protect both the SunGard and Kingston data centers.

Bank of America’s Disaster Recovery Plan

Bank of America has an extensive disaster recovery program. Our status, plans, and
procedures are reviewed periodically by the National Bank Examiners and meet, or exceed
industry standards.

Backup for our mainframe system-of-record accounting systems. is provided at a bank backup
facility geographically removed from the normal production sites. In normal circumstances,
this facility is used for development work. In case of a disaster affecting a production site,
development work is discontinued, computer hardware is reconfigured to simulate the failed
site, and production work is processed at the backup site.

Bank of America 13
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Current data is copied in the production sites every day and stored at the backup sites for use
in recovery. Backup plans for every production site are tested twice a year. Procedures are in
place for all aspects of disaster recovery: immediate emergency response, failure assessment,
backup activation, backup operations and primary site restoration.

Bank of America’s Corporate and Commercial Card System has never been interrupted due

to an unplanned event. In the unlikely event our system does go down, we have a back-up

vendor to provide stand-in processing to Bank of America’s customers. This vendor operates
- .multiple processing systems to ensure there is always an authorization system in place.

In case of an emergency at our Corporate and Commercial Card Services Center in Norfolk,
all operations would be diverted to our Card Campus in Phoenix, Arizona. There is also a
secondary operations center in Spokane, Washington. The normal processing functions of the
Corporate and Commercial Card Services division will be operating within seventy-two
hours..

5) Fraud

a) Does your program screen transaction activity for fraud patterns? If yes, explain. If no,
is this capability planned for future implementation and if yes, when? Provide statistics
on fraud asseciated with your card program. What is your procedure for contacting the
participating entity? :

Yes, Bank of America’s Fraud Detection Unit monitors activity for suspicious transactions
based on various characteristics, such as Merchant Category Codes known to be high risk for
fraud. In these cases, the first transaction may be allowed to authorize; however, subsequent
transactions will refer or decline, pending a contact with the cardholder or Program
Administrator, to determine the acceptability of the transactions.

In addition to the high-risk transactions, the Fraud Detection Unit also tracks patterns of
activity to look for trends that are inconsistent with the cardholder’s normal usage. The
account may also be temporarily blocked for positive verification.

Fraud Statistics

There is limited industry data on Commercial Card fraud losses due to an inconsistency in
the data reporting among our peers. In 2006 our fraud losses were approximately 0.045% of
our transaction volume. We atiribute this excellent performance to the multiple Ievels of
security in place that are designed to protect our card transactions and cardholders from

fraud.

Bank of America 14
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What are the liabilities of the company and employees in the event of fraud, abuse or
loss of a card? Does the issuer provide fraud insurance? If so, what are the stipulations
and fees associated with the insurance?

The County will not be liable for transactions resulting from unauthorized use (i.e. fraud) of a
lost or stolen cardholder account as long as:

¢ Notice is given to Bank of America as soon as practically possible within the first
twenty-four hours following discovery of the loss, theft or possible unauthorized use.

* The County and cardholder assist Bank of America investigation and circumstances
relating to the loss, theft, or possible unauthorized use.

It should be noted that the County would be liable for unauthorized charges on our ghost
program (not applicable to ePayables), supplier and department cards because the card
associations limit Bank of America’s ability to charge back unauthorized transactions to a
supplier when the account does not belong to a specific cardholder. Due to the large number
of authorization restrictions that are typically placed on these account types, unauthorized’
transactions are very infrequent. '

The misuse protection program is automatically provided with all Bank of America
comimercial card programs and is offered free of charge.

6) Reports

a)

b)

What reports are available regarding sales and use taxes?

Visa Information Management (VIM) is a web based reporting tool that allows the County to
view and track sales tax entered at the point-of-sale by the merchant. Multiple types of
reports are available including expense, transaction summary and detail and fuel card detail
by cardholder name and company. VIM can also provide standard reports that estimate use
tax for each tax jurisdiction. These estimates are based on the merchant and cardholder
addresses and the corresponding tax rates predefined in the VIM application for each tax
jurisdiction. Users can also flag cardholders, merchants, and accounting segments as tax
exempt in order to further refine use tax estimates. There is no cost for Visa Information
Management.

For transactions that are reported without separate sales tax, 1099 status or minority-
owned business status detail, how do you suggest we meet our tracking and reporting
needs for such information?

Through Bank of America’s Visa member bank status we are able to offer the County access
to Visa’s Sales and Use Tax Tools — as a result of its industry leading work with KPMG in
conducting a comprehensive best practices study.

Bank of America 15
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Visa has developed a five step sales and use tax estimation model to assist Commercial Card
customers with their sales and use tax compliance issues.

Within the Works application, you can require cardholders to review any Level II sales tax
information passed by the vendor. Cardholders can also mark the tax status on each
transaction in case there are tax-exempt purchases or transactions subject to use tax.

Bank of America can provide you with access to 1099 / Socio Economic reporting based on a
match of the county’s data against third party supplier databases. Because these databases
are not static but constantly updated, the 1099 / Socio Economic reporting provides a more
comprehensive approach for 1099 / Socio Economic reporting.

Bank of America 1099 / Socio Economic reporting is available 24 hours a day, 7 days a week
via a secure internet connection. This does not included planned or unplanned downtime for
system maintenance. You can request pre-formatted reports or download one of the many
data files available for easy manipulation. There is no cost for Visa Information
Management.

What reports are available through reporting packages? Provide samples of available
reports.

Please refer to the Attachment 2 for a copy of our Works Sample Reports Guide.
How frequently can reports be generated?

All reports are available real-time through Works. Therefore, reports can be viewed at any
time.

Can reports be generated for various levels of our organizational structure? List
options for report distribution to managers, functional staff personnel and cardholders.

The Works application uses a model of your organizational structure and its members to
determine user access rights, workflow routing, data visibility, reporting and policies. The

- application allows the creation of an arbitrary number of “groups,” which can represent

organizational units, departments, projects, or approval routing points (e.g., a node through
which all requests for IT equipment must pass).

Based on a person’s role within your organizaiion, they will be given the ability to view
reports based on their scope of responsibility. Reports can be viewed and distributed online,
printed, saved to media or downloaded from the Works application.

Bank of America 16
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f) Can reports be generated for various time frames or accounting periods?

Works users have the option of scheduling standard or customized reports to be run
automatically on a regular basis for any time period.

g) Is historical information available? If so, how far back is the information available?

Works will maintain 2 years of data online as part of the application and five years of
archived data. It is our recommendation that customers download live application data
regularly as part of their own internal data security policies.

it} What are the inquiry reporting capabilities of your reporting package?

Cardholders, administrators, accountants and others are given roles that dictate what reports
are available to them. Users can enter the Works application and select “Reporting” on their
home page and select the reports they would like to view. Reports can be viewed online,
printed, downloaded as Adobe PDF files, Microsoft Excel files, and downloaded as comma-
separated files that can be exported into standard reporting packages.

Payment Manager in Works includes a new reporting system that fully supports the creation
of customized and ad hoc reports. All users, from Administrators to cardholders, have the
ability to build reports from the ground up, selecting the fields, their order, how the report is
sorted, and the report’s file format. Users also have the option of using an existing Works
report as a template, and then customizing its layout.

Next, users can choose to filter the report to limit the returned results; filters include:
transaction date, posting date, hierarchy/group location, specific cardholders (active and
inactive), MCC range, merchant name, and payable type.

Customized reports can also be saved as bookmarked templates, to allow users to use the
template in the future. Administrators can also save reports as a template for all other users to
use.

i) Can you produce customized reports and statements?

Yes, Bank of America can produce customized reports and statements. There is no
additional cost for this feature. Works reporting system fully supports the creation of
customized and ad hoc reports. All users, from administrators to cardholders, have the ability
to build reports from the ground up, select reportable fields, their order, how the report is
sorted, and the report’s file format. Users also have the option of using an existing Works
report as a template, and then customizing its layout.
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7) Dispute Resolution

a) Define the dispute resolution process including time frame and responsibilities the
parties involved.

Bank of America’s dispute resolution is outlined in the chart below:

Steps For Timel ‘,Dispttjé_: Resb_ﬁ}f&b” S

‘This is intended as a guide to assist you with completing a dispute form. A dispute is a legal
rocess.

1. The fastest way to resolve a problem with a purchase or transaction is to work directly with

the merchant,

2. If you cannot resolve the issue with the merchant, you must initiate a dispute with Bank of

America within 60 days of the close of the billing cycle in which the transaction occurred.

3. To file a dispute, complete the Commercial Card Clains Statement of Disputed Item (Dispute
Form) form. This form can be completed through Works, our web-based reporting tool. Make
.sure you have completed the form accurately and legibly. Answer each question completely — ail
information is required. If you do not provide all the information requested, the Claims
Department will contact the person filing the dispute for the information, delaying the resolution
of the dispute. :

»  Company Name — the name of your organization.

*  Account Number — the 16-digit credit card account the dispute relates to.

*  Cardholder Name — the name on the cardholder.

* Billing Close Date — the close date of the cycle in which the transaction first appeared.
* Transaction Date — the date the transaction was made (from your receipt or statement).

* Reference Number - the 23-digit reference number generated for each transaction from
your statement,

¢ Merchant Name and Location — the business name of the merchant and the city and state
in which they are located.

* Posted Amount and Disputed Amount - the dollar amount of the transaction that posted
to your account and the amount that you are disputing (e.g. you may have charged $400,
but are only disputing $150 of the total amount — do not dispute the whole transaction if
you are only questioning a portion of the transaction).

4. Fax the completed form to Commercial and keep a copy of the fax transmission report. If
completing the form in Works, this step is not necessary. The form will be imaged and the
dispute processed through Works. 1f Commercial Claims requires more information, they will
send a letter to the cardhoider at the address on file with Bank of America. You must respond to
| the request for more information, even if it’s to say you have no more detail, or the dispute will
be considered closed.

5. Cardholders may call Commercial Card Customer Service to check on the status of 2 dispute
or with questions regarding a dispute.

Bank of America : 18
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6. Merchants have 60 days to respond to the dispute. The mérchant may request more
information during that time, or may protest the dispute. You will then have another opportunity
to restate your case and the merchant has another opportunity to respond. It can take several
months to fully résolve a dispute and it may also 2o to arbitration with the associations.

b) Are disputed items removed from the invoice while under consideration?

d)

Disputed items are not removed from the invoice while under investigation; however, the
client will not be expected to pay for the disputed item until resolution of the dispute,

Bank of America will not issue temporary credits pending resolution of the dispute, and you
will not be held responsible for payment of the disputed item until such time as the dispute is
resolved.

Upon formally issuing a chargeback of dispute, the transaction is deducted from the
account’s statement/processing history for that cycle and the merchant’s account is debited.
If the resolution of that transaction proves that you are responsible for the item, the
cardholder’s account would then be debited. -

Bank of America will not charge interest for disputed amounts.

Describe the responsibilities of customer service personnel, including the chain of
command for problem resolution: -

Dedicated account specialists handle all card inquiries for the Program Administrators of our
clients. This includes research, card maintenance and setup, and paper reporting needs.
Bank of America has a Quality Management team to handle all complex issue resolution
(non-first call resolution). Company Level Support escalation process is as follows:

* Account Specialist
® Team Manager

¢ Unit Manager

¢ (Client Manager

How are inquiries requiring research handied?

Inquiries requiring research may undergo the following chain of command process:

» Customer Call Center — Most cardholder issues and even some account
Inanagement issues may be resolved through Bank of America’s toll-free,
Customer Call Center available 24/7.

Bank of America 19
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* Technical Helpdesk — Bank of America’s Technical Helpdesk is your primary
point of contact for any questions or issues regarding any of your software
packages, reporting issues, ad hoc report requests, etc.

* The Technical Helpdesk is also dedicated to Bank of America’s card programs.
Specially trained professionals are constantly available to walk your Program
Administrator and other users through any technological difficulty you may
experience.

* Client Level Support — Your Program Administrator will probably have the most
contact with this team of Account Specialists. The County’s Account Specialist,
Jane Ritter, is available to answer questions or facilitate the processes surrounding
your overall daily account maintenance.

¢ Account Manager — Your Account Manager, Evan Tullos, will be your primary
point of contact for program expansion and growth opportunities. Account
Managers can also assist with any issues concerning your overall program
including the service you receive from the other three daily support resources
offered by Bank of America and help facilitate escalation, if necessary.

€) Are there established turn-around times for responses? If so, specify. Provide
experience on meeting response times,

The majority of customer issues are resolved with one phone call and within thirty seconds. In
some instances, business partners within Bank of America are involved in the resolution of
issues.

Most disputed transactions are handled within our target zone of twenty-four hours. The service
achievements of our disputes and charge backs area have earned Bank of America the Visa
quality Service Award.

Bank of America 20
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ATTACHMENT B
October 15, 2007

BOARD OF COUNTY COMMISSIONERS
POLK COUNTY, FLORIDA

ADDENDUM #1
RFP #08-002-RGH

PRCUREMENT CARD SERVICES

This addendum is issued to clarify, add to, revise and/or delete items of the Contract Documents
for this work. This Addendum is a part of the Contract Documents and acknowledgment of its
receipt shall be noted on the Addendum.

The receiving date for this proposal is Wednesday, November 7, 2007, prior to 2:00 pm.

Questions and answers for clarification attached.

Rbonda Famrich

Rhonda Hamrick
Purchasing Supetrvisor
Purchasing Division

This Addendum sheet must be signed and returned to the
| Purchasing Division at
863-534-0055.
This is the only acknowledgment required.

Signature: (%m Cﬁmw_x

=7
Printed Name: Ljnr\ C J\!?ev es

Title: SVP (Ll NMomecer
Company: /.bkm K o¢ A‘f"‘% S
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October 19, 2007

BOARD OF COUNTY COMMISSIONERS
POLK COUNTY, FLORIDA

ADDENDUM #2
RFP #08-002-RGH

PROCUREMENT CARD SERVICES

This addendum is issued to clarify, add to, revise and/or delete items of the Contract Documents
for this work. This Addendum is a part of the Contract Documents and acknowledgment of its’
receipt shall be noted on the Addendum.

The version of “Works” proposed must be the latest version available and must be guaranteed
to be supported for the entire length of the contract.

A sample of the file export from the version of “Works” proposed, in excel spreadsheet format,
must be included in all responses. An electronic version of this file may be requested after
proposals are received.

Rbenda Fammnick

Rhonda Hamrick
Purchasing Supervisor
Purchasing Division

This Addendum sheet must be signed and returned to the
Purchasing Division at
863-534-0055.
This is the only acknowledgment required.

Signature: @’3}%«. 6 O/L‘“‘J\
Printed Name: L& nn C. V\f}eves
Title: SV P Clieat }/mmasar
Company: Bhrk o 4mem'm.
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October 25, 2007

BOARD OF COUNTY COMMISSIONERS
POLK COUNTY, FLORIDA

ADDENDUM #3
RFP #08-002-RGH

PROCUREMENT CARD SERVICES

This addendum is issued to clarify, add to, revise and/or delete items of the Contract Documents
for this work. This Addendum is a part of the Contract Documents and acknowledgment of its
receipt shall be noted on the Addendum.

Polk County Board of County Commissioners may require that cards issued under this contract
require re-issuance every 12-months.

Rbonda Famich
Rhonda Hamrick

Purchasing Supervisor
Purchasing Division

This Addendum sheet must be signed and returned to the
Purchasing Division at
863-534-0055.
This is the only acknowledgment required.

Signature: @QWMA m

e —.
Printed Name: L(w)mﬁ Q. ’\[}wa )
Title: RVE. Cligt m&mx-/v
Company: Banic oe A""'f’”%
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Individuals Assigned to Relationship

| Lynn C. Nieves, MBA, CTP.
- [Senior Vice President, Client Manager

_ {Lynn has been with Bank of America for over 11 years. She currently works
~ twith government entities and municipalities including cities, counties,

-+ |colleges, tax collectors, universities and school boards. Lynn is located in

~ {Tampa, Florida and is part of the Bank of America Government Client

©_ [Management Team

. fnna Thompson N
- [Vice President, Senior Treasury Management Sales Officer

 |As your Treasury Management Sales Officer, Glenna will be the City’s

|primary contact for treasury management services and assist with all your

 |treasury management needs. Glenna has been with Bank of America for 24

-iyears and a member of the Treasury Management team for twelve years.

Glenna is located in Tampa, Florida and is a dedicated member of Bank of
America’s Government Treasury Management Team.

7 Evan Tilo .
{Senior Vice President, Senior Card Account Manager

responsibilities for this region focused on program growth and servicing
{requirements for our local government and state agency clients. Evan has
|been with Bank of America since 1991,

Teresa Prsé
{Officer; Treasury Management Senior Sales Analyst
With over 16 years at Bank of America, Teresa has a vast array of banking

experience, which ventured from retail to commercial to government
banking, with expansive experience in customer service and sales.

Jane Ritter
Officer, Global Client Services

- Jane works on the Commercial Card team supporting state and local
_{sovernments in Florida. She has béen with Bank of America over 12 years
- _“lin roles supporting Consumer, Government and Commercial Card Services.
-{Jane has a Bachelor of Arts in English from Old Dominion University.
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' WQrksm Works™ Version 3.6
sample Reports Guide

sample Reports Guide for Works™ Version 3.6

This guide contains sample screenshots and description of the Siundafd
Reporting within Works. -

SAMPLE REPORTS GUIDE FOR WORKS™ VERSION 3.6.cccuerensnssassersnsssassasacanss 2
DASHBOARD REPORTS.. . i reesserssssrseseratsrsssTaere 4
SPEND BY VENDOR ovvvreeoerorssassssesssssssamsssss s asmss st onss s s s s v 4
SPEND BY PRODUCT ..ovoeeresssssoressssssssisssssissssasssssssssssss s ssss s o v 5
SPEND BY DEPARTMENT w.coversasressessssesssssssssisecsssss s sossssss s sssss s e 6
SINGLE TRANSACTION LIMIT AUDIT — SPEND EVASION. ..cntmnieiiessmimissessesass e 7
COMPANY REPORTS > SPEND REPORTS ...... - - w8
1099 SUPPLIER SPEND w.vcvvvseerssesssssisressssssssss s sssssss st sy e 8
APPROVED SPEND ..ocooeessssseseesssssasssscssssssstasssssss asss s s s s 9
COMPANY BILLING STATEMENT 1. rosrssssssssssomsasnsssss s sssss s s s i0
COMPANY GL MEMO STATEMENT ccoonersscassnsanssssssssesssss s s 11
FORCED CAPTURE oc.vxsss-eceerssssnsorsessssssssss st ssiassssssssns s s s 12
GROUP OWNER MEMO STATEMENT c.ovvisvsesesssrsnsssssssmssssssss s s s s 13
MICC AUDIT eeeevvvenssesssesessssas s s s ssasss s s e 14
NON-PREFERRED SUPPLIER SPEND.....veeereeesersessseessiesansssbsassss s scsssms st i5
PAYABLE ALLOCATION correvsvsssressmasmsssssssssssssssss s omsss st sonsass s ey 16
PAYABLE ALLOCATION DETAIL 1ovcasressssssssesssssssssssesssossssss sy s 17
PAYABLES RECEIPT STATUS woooncrivessasssssssssessssssssssssss s s e 18
PAYABLES BY BARCODE INDEX 1.oovcomuumnecsssssomsssssmssssesmsssssssm s s i9
PURCHASE REQUEST HISTORY Looovrvvvcsesemssssssessssssssmssssssssasss st e s 20
SOCIOECONOMIC INDICATORS ovcveeemmsnsssarssessasssstss s sssnsss s 21
GPEND BY MCC SUMMARY ....voenmsimmsssinssssssmssesssmsssss s JRIURRERRI 22
SPEND MONITOR ... oeveseesossamsssessssssssss assesssassassmssesssms s e 23
TAK AUDIT cvveerererreeesssssseseessmssasressssssesssssasss st sass s 0 s 24
TRAVEL SPEND «vvososoesssssceessnensesbesssessrassss s s 25
COMPANY REPORTS > SPEND REPORTS cocnrccesinsnrenssmsssssussssansssssssassusssasissssens 26
CANCELLED CARDS e 26
CARD ADJUSTMENT HISTORY ooooocomususmsssssrssssisssssssssossasssssssss s s 27
CARD DECLINES 1evvoarreesseeessesssssmsiasssesssssssbes s s s s 28
CARD PAST DUE «.o.vvooseeesssemseeessssssamssssssass s sisss s st s s s e s 29
CARD REQUEST LOG ... vrevmaisesssssssasssssssssstssssssssssssss s s s 30
CARD STATUS ¢evrrereooersssessesssssassssssss st 2 s s s 31
COMPANY REPORTS > ORGANIZATION REPORTS .occvsencansrnsassisssssnsassossassansss 32
ORGIGL AUDIT LOG. oerervvesssmmesssessssisnssssssesssmmsssssssssss s s s s 32
PROFILE CHANGE LOG crveveuairrinssserresssmssssssssmmssssssss s s s oy e 33
VENDOR/SUPPLIER MAP REPORT ccovesusvbsssrrssssscrsssssssemssssss s oo s 34

Copyright © 2004 Works 2
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COMPANY REPORTS > EXTENDED TRANSACTION DETAILS ..o 35
AIRLINE SPEND DETAIL .........._. e 35
DURLINE SPEND SUMMARY ... oo 36
CAR RENTAL SPEND DETAIL.......ovooocooee e e 37
CAR RENTAL SPEND SUMMARY .ot 38
GENERAL PURCHASE SPEND DETAIL ..o 39
GENERAL PURCHASE SPEND SUMMARY ..ooccovomeecoceeseeeo 40
HOTEL SPEND DETAIL vt oo 4]
SAOTEL SPEND SUMMARY ..ot 42
SERVICES SPEND DETAIL. ...t o 43
SERVICES SPEND SUMMARY ..ot 44
QHIPPING SPEND DETAIL ..o o 45
SHIPPING SPEND SUMMARY ...t 46

CONFIGURABLE REPORTS ccvvstrrseserecmmsssesssssssesssssessssssessos s 47

CARDHOLDER REPORTS st essss s ssesresssssses s . 48
MY MEMO STATEMENT oot 48
MY PAYABLE ALLOCATION .ot oo 49 -
MY PAYABLE ALLOCATION DETAIL oo 50
MY PAYABLES BY BARCODE INDEX ..ot 51
MY PURCHASE REQUESTS. vttt oo 52

Copyright © 2004 Works
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Dashboard Reporis

Works™ uses a series of Dashboard Reporis to assist in monitoring your card
program. The dashboard reports focus on card activity, spend by vendor, spend
by product type, and spend by department. An additional evasion reporf acts
as a monitor for fransactions that had purchase amounts close to a cardholder’s
single fransaction limit: fracking these types of purchases help to spot transaction
limit evasion.

e After accessing the csboard Summary, you can modify each chart's
date range clicking 5% and making your selection.

o To view more information about a chart, click _D_ﬁ__‘ﬁ‘_l next to that chart’s
resulls.

. To set a date range for ali charis, click S8tMDates |

« To generate a PDF that displays all charts, click PrintAkRepors.

Spend by Vendor

The Spend by Vendor pie chart shows the Top 10 Merchants cardholders have
utilized during a given date range. A detailed table, showing al vendors, displays
the number of fransactions, average transaction amount, and fotal purchased—
an, ideal overview for negotiating vendor discounts. Each vendor can be
viewed separately, to show individual fransactions made af that merchant. Both
the summary vendor fist and the individual transactions can be
expoded/downlooded from the system. -

Copyright © 2006 Works 4
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Spend by Product .

The Spend by Product report shows amounts allocated to your expense-type
general ledger code for the specified date range. A detailed table showing all
allocations is available rofi-up reporting.
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Spend by Department

The Spend by Department gra
accounting code fo
allocations as well as fotal car
for a complete picture of depariment-|
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mounts allocated to your cost center
giled table showing all
sh reimbursements)

ph shows a
r the specified date range. A det
d and non-card spend {e.g., Ca
evel spending.

S S
G vahoe v Lard Spend - | sioni-tard 3+ | voyald Sp

st Coda DescAption 3 : K. »
3308 3 49,276.07 §EO.414.04 58,684, 11 [
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single Transaction Limif Audit - Spend Evasion

As a precautionary measure, this spend evasion table helps you spot suspicious
activity or unauthorized spending by showing transactions that are close to a
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Company Reports > Spend Reports

1099 Supplier Spend

Using ’rh_é works Supplier Directory feature, Administrators can mark merchants as
“1099-able”. Transactions made at merchants that have been marked as a 1099
merchant will appear on this report.
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Approved Spend

View approved Purchase Requests that are either siill open or closed for the
specified date range. The report also shows the total amount of fransactions that
have been attached to the requests, including any variance between the
amounts requested and the actual amount purchased. As an audit procedure,
the report can be used to find cardholders with older requests that have not
used their funds.
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Company Billing statement

Download your company biling statement online, which shows all cardholder
activity for the specified biling cycle. This electronic statement will match ihe
hardcopy statement mailed by the bank and is available the day affer your
billing cycle closes. Additionaily, ali users can run historical reports for up to two

years.
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Sample Reports Guide

Company GL Memo Statement

This version of your company bilfing statement includes detailed information on

allocations assigned for each transaction, as well as comments entered on the
individual fransaction records.

Compasy (L. Marmo Sistanesd

Omwr Chargon: 3000 Cramtsc  $000 Tos:  $2357578 Pefrenrt- 3000

ikt
Hechiating

DETECTNVE
ASHCES RO
TRCY CO. l

273006 Ll . d J)I
1119900 #73

Pogs 1ol 30 i Warlks

Copyright © 2006 Works . 1



ATTACHMENT B

2 Works™ Wworks™ Version 3.6
sample Reports Guide

Forced Capture

when a merchant has authorized a Purchasing Card at the point-of-sale, the
partner bank will send an Approval Code fo the merchant verifying that the
transaction is valid. in some cases, per association rules and regulations, a
merchant can force an authorization fo make a transaction. if this occurs, the
fransaction can be audited through this report.
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Group Owner Memo Statement
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Sample Reporis Guide

MCC Audit

Merchanis are assigned a Merchant Category Code that represents the type of
spend that is likely to occur with that vendor. Administrators can audit certain
MCCs and can use the MCC Audit report o view ransactions that occured at
merchants with audited MCCs. This will assist Administrators in analyzing spend af
questionable MCCs and determine whether the transaction was valid or nof.
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bWorks™ works™ version 3.4
Sample Repors Guide

Non-preferred Suppiier Spend

In the Works™ Supplier Directory, merchants can be marked as “preferred:* any
transactions made at merchants not included on that list will appear in this

report,
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Sample Reports Guide

Payable Allocation

Use this report to review allocation details for transactions and reimbursements,
including payables that are still awaiting cardholder and manager signoff,
transaction awaiting accounting closure, as well as fransactions that have been
exported from the system. Transactions and reimbursements are shown with the
allocations assigned and their current status within Works™.

Payatia Aocsttn
Dby, Ahone [EAZTA4 o1 708 o mm!
mares -
unamr T EooIoPe | RECDUGSIND
) T e
L 574
sarteon w2
D5/ 18V08. oweoo1 56 |RECOMBIDIE  [133456
T e T TR
OU'II)O Mﬂ'l RECO000TE08 L"OIG
e L [ R
e
H0 e b COMRI] PAojury O Frimvly Eybimass O34 Page 100028 . B AL AP

Copyright © 2006 Works 15



» worksm Works™ Version 3.4

Payable Allocation Detqil

This is an extended version of the Pa

Sample Reports Guide

ATTACHMENT B

yable Allocation report and is only available

Qs a pure export file with additional fields for greater detail.
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» WOrksm Works™ Version 3.6
" Sample Reports Guide

Payables Receipt Status

For organizations who allow or require cardholders and managers fo indicate the
receipt status for their transactions, This report provides information on whether
the users have indicated “Yes" they have a receipt; “No" they do not have a
receipt; or “Unknown™ if they have nof yet indicated. Comments regarding the
receipt status are also shown,
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Payables by Barcode Index

For organizations who are utilizing the barcode feature, this report will give you
the barcode for your selected schema and any associated transactions.
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purchase Request History

Analyze Purchase Requests that have been submitted and are awditing or have
received approval. The final approving group displays along with the approval
date and the date submitted. This report helps Administrators frack who is
approving requests and identify any delays between the requesting and
approvat of purchase requests.
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Socioeconomic Indicators

Merchants have the ability to send enhanced L SEmmme

information about their organization, including o el R
socioeconomic indicators to show whether or T:::_M B e
not they are a small business, minority- or st TITETTTIIEE S ;
women-owned, 1099, and more. If passed, this [ ¥E§:«»;:”-» ' i
report can be filttered to show transactions fr ;' rn |
made at merchant that fall into these in?:—“’ﬁf::::::‘:f::f,

e Lkt

categories. The first screenshot shows the filtering  |awimimimne
screen and the second screenshot shows the SR A
resulting report.
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LWorks™ works™ Version 3.6
sample Reporis Guide

Spend By MCC Summary

Administrators interested in where cardholders are making transactions can
easily identify poputar categories using this report. Identify areas of expansion or
potential employee misuse with total expenditures, average transaction sizes,
and number of transactions for each Merchant Category Code.
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Spend Monitor

Works™ helps you track expenditures allocated to certain accounting codes,
helping you to track projects, grants, and more. Spend Monitors are created by
choosing an accounting code to monitor and g dollar amount. For instance, you
may need to frack Project 1234 and monitor any spend allocated to that
specific Project Code. All transactions would then show on this report.
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Tax Audit

If merchants are capable of submitting enhanced transaction data, Works™ wiil
report the sales tax included in the fransaction. Users are allowed to modify dll
transactions to add or modify the tax information, including marking as “sales tax
included,” “non-taxable purchase.” and "subject to use tax." The Tax Audit
report can be narrowed by these categories to show each fransaction’s tax
status and spot potential Use Tax filings. :

Dae Range. SLONINE (o OLIN 100K
o evrrd b | el e G of e
o DT e e
53198 g (r
TilEe (s 000 .
[Ti£0) 1337 00
= T g Y L A ~H00 .
(oo ey 25048 To0.52 ls5.16 600
e~ [ =13 e ke 600
{otes g 163 28 ) 8272 600
CSNB0s . & Jous Dt o [$10.05 jezs 2229 )
Exr] [ates ) THAT 08313 14 000
%,
“{ogHaoe - S R Ly N TR T R
06008 “Tovee =T 1288 %400 000 (37
L T R bt =R o LN0E5 26708 = B O R
EDODomILE (0w itee 0811108 622 o tax. 5% 68 50170 sT78 (3
Towa s - |Wiios ~ . [o6H108 ot 1=y 7464 I g2 1% =]
oot [snves 0bet 108 =] ot b 2233 X3 578 3
[romomies [oeeivs .- jBston 437 P~ 1K} 784,36 joeaT - [8pR
ToBmo1168s (081102 e [Dertow, Tyeon  [SIGGTRICAL =3 [antes o T » szt [362m 3
CONTRACTOR
8 CO.
AT b coa i P pbiy of Frisay bumlass C0-78 Fpze D v AN ks

Copyright © 2006 Works ’ 24



ATTACHMENT B

Works™ works™ version 3.
- Sample Reports Guide

Iravel Spend

Transactions made at travel-related Merchant Category Codes {MCCs) will
appear on this report. Airline, Rental Car, and Lodging MCCs are monitored to
help Administrators focus on travel-only spend.
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Company Reports > Spend Reports

Cancelled Cards

A historical audit log of cards that have been cancelled through Works™ is
important fo show the date of deactivation and confirm that terminated of
ineligible employees have had their card turned off.
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ATTACHMENT B

Works™ works™ version 3.4
Sample Reports Guide

Card Adjustment History

Allows for viewing of detailed transaction history for individuai cards, especially in
instances a cardholder is under scrutiny or you need information about
fransactions during a given time period. Also will heip you understand when a
transaction or a purchase request has affected the available funds on a card.
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ATTACHMENT B

hWO rks” works™ Version 3.6
Sample Reports Guide

Card Declines

if a card is declined, information is available the business day following the
decline. There are a number of reasons for card declines, including overlimit,
attempted purchases that exceed the cardholder's single fransaction limit,
blocked Merchant Category Codes, potentially fraudulent purchase, and more.
By showing important details about declines, this report helps Adminisirators
monifor and control possible sraud or other unapproved spending.
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worksm Works™ Version 3.4
Sample Reports Guide

Card Past Due

For organizations using the individually billed Corporate Card plattorm, this report
give a snapshot of current balances due, and any past due amounts the
cardholder is responsible to pay.
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Works™ Works™ version 3.6
sample Reporis Guide

Card Request Log

This report track requests for new cards that were initiated inside Works™. The
report shows the Administrator who requested the card, the date of the card’s
activation within Works™, the card profile assigned when first activated, and the
card profile currently assigned to the card.
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» WO rksm Works™ Version 3.4
Sampie Reports Guide

Card Status

All cards, either active or cancelled, are shown in this report. Additional
information, including the card’s last tfransaction date, can help an Administrator
find cards that are not being actively used.
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ATTACHMENT B

LWO rks™ works™ version 3.6
Sample Reporis Guide

Company Reports > Organization Reporis

Org/GL Audit Log

Track all changes made to your groups. users, and general ledger structure,
including added/deteted groups, Users, and accounting codes. Allow you to
easily view any changes made within the system and identify the Administrafor
who made each modification.
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» works"' Works™ Version 3.4

Sample Reporits Guide

Profile Change Log

Any changes made to card
blocked Merchant Catego
viewed using this report. Thi

ATTACHMENT B

profiles, including limit increases, modifications to
ry Codes, and other automation controls can be
s is helpfut for auditing card-level program changes.
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ATTACHMENT B

WQrks“' Works™ Version 3.6
sample Reports Guide

Vendor/Supplier Map Report

As vendors are mapped into suppliers (either manually or utilizing automapping
rules) the matching is recorded in this audit log. This can help identify whether an
Administrator is making mistakes or if the automapping rules need refinement.
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ATTACHMENT B

WOrksm Works™ Version 3.4
Sample Reports Guide

Company Reporits > EXtended Transaction Details
Aitline Spend Detdil

For airlines submitting Level lll enhanced transaction detait, this report allows you
to view itinerary numbers, ticket numbers, depariure dates, and more.
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wWorks™ Works™ Version 3.6
sample Reporis Guide

Airline Spend Summary

View summaries of spend for each airline to leverage data for vendor
negotiations and travel policy enforcement.
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ATTACHMENT B

» worksm Works™ Version 3.4
' Sample Reports Guide

Car Rental Spend Detail

View spend at car rental organizations submitting Level! lIf enhanced transaction
data, including rental numbers, number of days, check out date, and more. This
audit report helps Administrators analyze compliance with any travel policies.
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» WQ|"|(5m Works™ Version 3.6
sample Reporis Guide

Car Rental Spend Summary

View summaries of spend at car rental companies for use in vendor negofiations
and compliance in travel policy. A
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bWorks™ works™ version 3.4
Sample Reports Guide

General Purchase Spend Detail

View spend at general purchasing merchants that submit Level Il enhanced
fransaction data.
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sample Reports Guide

General Purchase Spend Summary

View spend at
fransaction dafa.

general purchasing merchants that submit L
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PWorks™ works™ version 3.4
Sample Reporis Guide

Hotel Spend Detail

View detailed information about spend at hotels submitting Level Il enhanced
transaction data. This audit report helps Administrators analyze compliance with
any travel policies.
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h WOrksm Works™ Version 3.6
sample Reporis Gulde

Hotel Spend Summary

View hotei spend consolidated by vendors and sowing average fransaction
amount and number of transactions.
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L 4 Works™ works™ version 3.4
Sample Repors Guide

Services Sgend Detail

For merchants who submit Level Il enhanced iransaction data in the temporary
service industry, Works™ displays information about each ransaction.
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ATTACHMENT B

» WOrks'" Works™ Version 3.6
sample Reports Guide

services Spend Summary

This summary report provides an overall picture of your temporary services
vendor spend, including average transaction amount,
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ATTACHMENT B

» WQrksm Works™ Version 3.4
Sample Reporis Guide

Shipping Spend Detail

For merchants who submit Level lil enhanced transaction data in the shipping
industry, Works™ displays information about each transaction.
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HWO rks"' Works™ Version 3.6
sample Reports Guide

Shipping Spend Summary

This summary report provides an overall picture of your shipping services vendor
spend, including average fransaction amount.
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» WO|"I(Sm Works™ Version 3.4
Sample Reports Guide

Configurable Reports

Users can create their own customized report by selecting from over 150
available fields to determine the included columns, sort order, and much more.
These templates can be saved for future use — oddiﬁonolly, Program
Administrators and Accountants can save templates for use by the entire
organization. However, the report results still only show the data within that user's

scope.
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WQrks"' Works™ Version 3.6
sample Reports Guide

Cardholder Reports

My Memo Statement

Any cardholder can view the statement associ
including historical transaction information. This
for duplicate hard-copy statements, and makes i

statements to elecironic statements.
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» WO |"ksm Works™ Version 3.4
Sample Reports Guide

My Payable Allocation

Cardholders can generate their own reports showing fransactions and
reimbursements, along with their status. Reporting options include fransactions
designated as Awaiting Sign-off, Closed, or Batched in an export.
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LWorks™ Works™ Version 3.6
sample Reports Guide

My Payable Allocation Detail

This is an extended version of the My Payable Allocation report and is only
qvailable as a pure export file with additional fields for greater detail.
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bWorks™ works™ version 3.4
Sample Reports Guide

My Payables by Barcode Index

.For organizations that are utilizing the Works barcode functionality, cardnholders
can print their statements by the selected barcode schema.

ATTACHMENT B

Payskies by Batcacs incie

LN

ACORNMS
[
Paatin, Deobls | . cne scoue | ] [ B
Payatle, Cabble Qeon Aooournin. SYNTH m.‘! mzﬂ ‘T*A!
Payscla, atzie |- ua¥ Aovscrle . {SANTH oo ARSIl sl aiae
Paroch, e[ 50 Aocourke [T Tz am Wiz
Fyoie, Gwcie] 6638 Acoarm [SYNTH 15420 594 80 =y
S Fayatie, Deboie shsé Accounts. ISYNTH 8158 Fye =108
Peysels, Dacse| - oioe Aot ;- [SYNTH O n e IRIREIN 7™ By TR

Miiokrmuien b covdmitiel Pupady of Frim gy Braless s Cos4

Pegatant

T R \Wrkx

Copyright © 2006 Works

51




ATTACHMENT B

o Worlkes™ works™ version 3.6
sample Reports Guide

My Purchase Requests

Cardholders can review the Purchase Requests that they have entered, as well
as the approving group.
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