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MEMO

To:


Financial Contacts, Department Heads and Directors, Chairs and Deans




All University Procurement Card (PCard) Holders
From:


Lisa Li, Manager, Purchasing Services

Subject:
PCard Procedures 
Date:


January 28, 2016
During 2015, both Audit Services and Purchasing Services have done a number of audits of the University’s PCard program.  Based on these audit findings, Purchasing Services would like to use this memo to reiterate the standard PCard procedures that all PCard holders must follow, as well as to clarify some of the misconceptions around the PCard practices.
1. PCards should not be used for the following transaction types.
· Internal campus purchases, for example, University Bookstore;
· Travel, accommodations, entertainment and hospitality expenses;
· Cash advances and ATM withdrawals;
· Controlled goods/substances such as bio-hazardous and radioactive materials;
· Live animal - vertebrate purchases;
· Goods that require a government permit, such as viruses;
· Purchases that are covered by Blanket Orders and existing Supply Managed Contracts;
2. Declined transactions must not be forced through.

· If a PCard is declined at the point of sale, there are reasons for the decline. Cardholders should contact the PCard administrator or US Bank if they would like to find out why and how to make the purchase.  
· Cardholders must not authorize the merchants to force the transaction through. The University will dispute any non-compliant transactions and cardholders will be responsible for the non-compliant transactions on their PCards.

3. All cardholders should respect their own PCard transaction limits.

· All PCard transaction limits are established in accordance with the requirements of cardholder’s department and the PCard program policy. 
· Cardholders must not split transactions to avoid these transaction limits.
· Maximum single transaction limit is $3000.

· Maximum monthly transaction limit is $50,000. 
· If there is a need to review or make changes to your limits, cardholder should ask their direct supervisor to contact the PCard administrator in writing.
4. All cardholders must follow the PCard monthly reconciliation procedures.
· Cardholders must use US Bank Access Online to complete reconciliation every month.

· Journal entries must not be used as an alternative for monthly reconciliation.
· Appropriate object codes must be assigned to each transaction.

· The monthly billing cycle closing date is different from the monthly reconciling cut-off date. The monthly reconciliation date information is available on PCard website.

· Transactions can be reconciled as soon as they are posted to the PCard even when the current month cycle is still open. 
· Cardholders have until the end of the last reconciliation date to complete the monthly reconciliation. It is highly recommended to mark reconciliation dates on your calendar.
· Monthly activity report should be printed after the monthly cycle ends regardless if there are any transactions or not on the PCard. 

· All original invoices, receipts and proof of purchase must be attached to the activity report for record retention. 

· Detailed information describing the nature of the goods/services purchased should be added to the comment section for each transaction as part of the reconciliation process.
· A complete monthly activity report must be signed by the cardholder and must be approved by the cardholder’s direct supervisor.

5. Cardholder’s direct supervisor is responsible to approve all PCard expenses.

While it is the cardholder’s responsibility to follow all PCard procedures to use the PCard properly, it is the responsibility of the cardholder’s direct supervisor to review the monthly activity report, approve those expenses, and ensure the cardholders are following all Pcard procedures and best practices.  
Detailed information on the University’s PCard program procedures and best practices are available on the Purchasing Services’ website https://www.uoguelph.ca/finance/departments-services/procurement-and-payables/procurement-card. 

If you have any questions or need any help, please contact the PCard program administration team: Lynne Harbin, x 58482, lharbin@uoguelph.ca; Hui Zhu, x 52878, huizhu@uoguelph.ca;
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