




















Purchasing Requirements – Rev 8-18 
 

EXHIBIT “A” 
 
 
Procurement Requirements 
 
 
Use of the purchasing card does not exempt the employee from obtaining the correct number of quotes, in 
the form prescribed, and based on the amount of the purchase. 
 
Purchasing threshold requirements: 
 

• Purchases less than $10,000 require only one verbal quote. 
• Request for services must be directed to Procurement to verify insurance. Procurement will place 

the order from their card.  
• Purchases exempt from purchasing requirements are requests for registration fees, membership 

dues, uniform allowances, subscriptions, travel, utilities, and advertising. 
 
Sales Tax Exemption: 
 Town purchases are exempt from Florida sales tax.  When making purchases, please give the 

vendor the sales tax exemption number, 85-8012621666C-5. 
 
 
Contact Information 
 
 Bank of Montreal Customer Service 888-267-7838 
 Purchasing Card Program Administrator (PCM Manager) 561-227-7000 or 305-979-4645  
 Finance Statement Review/Payment (Accounting Assistant) 561-227-6336 
 
 
 
 
 
 
 
 
 
 
 
 



Purchasing Cardholder Agreement – Rev. 08-18 
 

                                                                                                                                                                 E X H I B I T “ B “ 

 
  Town of Palm Beach Purchasing Card Program 
                     PURCHASING CARDHOLDER AGREEMENT 

 
 

 
 

I agree to the following terms regarding the use of the Town of Palm Beach purchasing card 
assigned to me for official Town business only: 

 
 

1. I understand that I am being entrusted with a powerful and valuable tool and will be making 
financial commitments on behalf of the Town of Palm Beach and will strive to obtain the 
best value for the Town. 

2. I understand that under no circumstances will I use the purchasing card to make personal or 
unauthorized purchases, either for myself or others.  Willful intent to use the purchasing card 
for personal gain or unauthorized use may result in disciplinary action up to and including 
termination of employment and prosecution to the extent permitted by law. 

3. I will follow Florida law, purchasing policies of the Town of Palm Beach, and established 
guidelines for using the purchasing card. Failure to do so may result in revocation of my card 
privileges. 

4. I have been provided a copy of the Purchasing Card Policies and Procedures, and/or 
attended training and understand the purchasing card program.  I have been given an 
opportunity to ask questions to clarify my understanding of the purchasing card program. 

5. I agree to review and reconcile transaction through BMO  Spend Dynamics, verify that 
no taxes are being charged and attach all original purchase invoices to the statement 
as backup for the transaction.  

6. I agree that, should I violate the terms of the agreement, I will be subjected to disciplinary 
action up to and including termination of employment and that I will reimburse the Town of 
Palm Beach for all incurred charges, and any costs related to the collection of such charges.  
Additionally, any such charges that I owe the Town may be deducted from any money which 
would otherwise be due and owing to me,  including salary or wages or retirement refunds. 

7. I    certify that I have received a purchasing card. 
 
______________________________________________________________________ 

 
 
 
 
 

Cardholder  Signature/Date 
 
 

Cardholder Name (print) 
 
 

Department/Division   



 

      

BMO SPEND DYNAMICS – QUICK REFERENCE GUIDE AND TRAINING VIDEOS FOR CARDHOLDERS 

 
 
First time Sign-In / Password Expiry (Video 
Tutorial)  

Once the user logs in for the first time or their 
password has expired, the system will prompt the 
user to accept the Terms & Conditions, to change 
the temporary password for a permanent one.  
 

 
 
Password requirements: 

• Must be 8 to 20 characters long 
• Must have lower and upper cases  
• At least one numeric character 
• At least one special character    

 
The system will request the user to create three 
security questions. 
 
Note: If you forget your password, please use the 
link “Forgot my password” to reset it. Three 
unsuccessful attempts will lock the user out of 
Spend Dynamics. For additional assistance, contact 
your program administrator. 

 
Settings  
 
From the General Navigation menu, users may 
access their Personal Settings page: 
 

 
 

 
 
This page provides access to personal settings, 
such as Time zones, Date and Time format, 
decimals, and so on. 
 
Most importantly, it shows the customized e-mail 
address for invoices and receipts related to 
transactions (card or out-of-pocket).  
 
Users may forward pdf files and images to this 
unique e-mail address so they get uploaded to 
their Image Library for transaction linking. 
 
E-mail address has to be on the “To” field, without 
any CC information. Valid formats for images are 
PDF, JPG, BMP, TIF, GIF, DOC, XLS up to 5Mb. 

 
Home Page (Video Tutorial) 
 
On the Home Page, users will see: 

 
a) The Main Menu on the top 
b) General Navigation menu - top 

right 
c) Card accounts associated to their 

profile 
d) Announcements section 
e) My Actions section 
f) Pinned section – when users pin 

their favourites, they will appear on 
Home page 
 

General Navigation 
 
In the upper right corner, there are options 
to change language, personal settings, help 
content, contact info for BMO and the logout 
button. 
They are located under the user’s name in a 
drop-down: 

 
 

 

 
Main Menu 
 
The Main Menu is located at the top of the page. 
Based upon the user’s role, menu options may 
vary. 
 

 
 
 
Support Services 
  
How to get online help 
 
Click on the Help button or you can access the 
online User Documentation by clicking on the 
Documents tab in the top navigation bar. 
 
How to get offline help 
 
For general questions about Spend Dynamics, 
contact your program administrator.  
 
To report a lost/stolen card, or fraudulent 
transactions, please call BMO Customer Service 
at 1-800-263-2263 24x7 contact centre as soon as 
possible.  

 
 

https://bmo.adobeconnect.com/p2xpg0gfb2d/
https://bmo.adobeconnect.com/p2xpg0gfb2d/
https://bmo.adobeconnect.com/p553w6wx213/


 

      

BMO SPEND DYNAMICS – QUICK REFERENCE GUIDE AND TRAINING VIDEOS FOR CARDHOLDERS 

 
Image Receipts (Video Tutorial) 
 
Your organization may require image receipts for all or 
specific card transactions.  
 
Step 1: From the Card Transactions Page, select the 
first icon next to the transaction you want to attach an 
image receipt for. 
 

 
Step 2: On the Transaction Details page, select the  
icon: 
 

 
 

You will be taken to the Image Linking page - Image 
Library. 
 

 
 

 

 
Step 3: If the user has already sent the image 
using their unique email address (Personal 
Settings page), select it from the Image Library.  
 

 
 
Step 4: A pop-up will present the option to Link 
Image. 
 

 
 
If the receipt is not in the Image Library, users 
may upload it directly from the computer by 

selecting the  icon. 
 
Users will be prompted to browse their computer 
folders for the appropriate image. Once the image 
is uploaded, you may link it as in the previous 
step.  
 
A “Success” message will appear in the bottom 
right corner. You may close the Image Linking 
page. 

 

 
On the Card Transactions page, the column 
Image(s) will indicate “Yes” – there are images 
associated with the transaction. 
 
If the user clicks on the Yes – an Image preview 
will show. 
 

 
 
By selecting the magnifying glass, users will see 
the images (not preview), and may navigate 
multiple pages by clicking on page up or down. 
 
By clicking on the , user will see details on the 
image file. 
 

 
 
The image(s) is (are) available for the 
approver(s) and Program Administrators’ 
viewing. 
 
Note: Users may attach images to already 
coded transactions by clicking on the . 

 

Attaching Receipts via Manage Image 
Receipts 
 
From the Card Transactions page, navigate to 
the bottom of the page to see the Manage Image 
Receipts link.  
 
By selecting one of the receipts (or uploading 
one), users will be prompted with Image 
Information. Select Manage Image Links to see 
transaction list: 
 

 
 
Choose the appropriate transaction(s) and Save. 
A success message will follow. Close the Manage 
Image Receipts page. 
 
On the Card Transactions page, the column 
Image(s) will indicate “Yes”.  
 
To upload multiple images for a single/multiple 
transaction(s), scan all related receipts into a 
single pdf and link it. Images are available for the 
user/approver, and for CPAs viewing. 

 

https://bmo.adobeconnect.com/p68gcw7etjb/


 

      

BMO SPEND DYNAMICS – QUICK REFERENCE GUIDE AND TRAINING VIDEOS FOR CARDHOLDERS 

 
Using Spend Wizards (Video Tutorial) 

 
Step 1: To code a transaction using Spend Wizard, 
from the Card Transactions page, and click on the 
: 
 

 
The Spend Wizard screen will show the options. 
These options are customized, so they might differ 
from the graphic below. 
Step 2: Select the category:  
 

 
 

 

 
Step 3: Users may allocate amounts in different 
categories, as long as they have a zero balance. 
 

 
 
If there’s only one category, simply clicking on the 

 will allocate the full amount to the appropriate 
line. 
 
Step 4: Once done, select Save.  
Users will be taken to the Transaction Details 
page, in which they are able to allocate amounts 
for the other fields: 
 

 
In the example above, the transaction for $19.58 
was split in two lines based on the Spend Wizard 
information. 
 
Each line may be coded separately to accurately 
express the transaction details. 

 
Step 5: When done with the coding, users 

may attach images by clicking on the : 
 

 
 
Step 6: Users are able to provide business 
justification, if needed: 
 

 
Step 7: Click on Save to go to the Card 
Transactions page.  
 

 
 
Users will notice the green checkmark  to 
indicate the transaction is reviewed and 
complete. 
 
Note: Spend Wizards traditionally hard code 
the accounting segments. Users may review 
them when taken to the Transaction 
Details page. 

 
Splitting Transactions 
 
Step 1: If you need to further split a transaction, 
on the Transaction Details page, click on the 
Plus icon next to the Line number.  

 

 
 

A Split Transaction Line screen will appear: 
 

 
 

Step 2: Choose the number of lines required (2-
10). The system will automatically divide the 
amount into sub-lines.   
 
Step 3: Once you save, the system will go back 
to the Transaction Details page, displaying the 
line breakdowns. You may change coding and 
amounts, as long as you have a zero balance 
(you might need to refresh the Transaction 
Details page to see split). 

 

https://bmo.adobeconnect.com/p6ze6t6eb9c/


Purchasing Card Request Form – 10/24/24 

PURCHASING CARD REQUEST FORM 

TOWN OF PALM BEACH 

Complete this form and forward to the Procurement and Contract Manager for processing. 

This form is used to request new or replacement purchasing cards as well as request changes to an existing card/cardholder setting. 
Standard card limits are $10,000 per transaction.  Exceptions must be noted below and approved by the PCM Manager.   

REQUEST ACTION 

New Employee Card Request   Yes         No  Change Request    Yes       No  

Replacement Card (Same as existing card)   Yes         No 

Reason for Replacement__________________________________________________________________________________ 

EMPLOYEE AND CARD INFORMATION 

Card Holder Name_______________________________________________________________________________________ 

Department and Division___________________________________________________________________________________________ 

PURCHASING CARD SPEND CONTROLS 

Standard Spending Limits ($10,000 per transaction)     Yes         No   

Other limits:  $_________________per transaction/daily,  $__________________monthly (must be approved by the PCM Manager)   

Explain reason for increased limits: 

_______________________________________________________________________________________________________________ 

_______________________________________________________________________________________________________________ 

APPROVALS 

Signature – Department Director ________________________________________________________________ 

Signature – Purchasing Manager________________________________________________________________ 

Signature – Town Manager (if required)___________________________________________________________ 
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