P-Card Reconciliation

Department of Procurement and Business Services
Procurement Month 2024 Training
March 25, 2024

Marcey Bennett
Procurement Card Services Coordinator



Table of Contents

iliation Process
tion on How to Prepare P-Card Reconciliation
mentation



Important Dates

* Monthly Reconciliations are -due on the 15" of each month.

« Reminder Notices are sent out on the 5t and 10" of each
month.

« P-Cards for Cardholders with outstanding Cardholder Activity
Statements on the 16" of the following month will be temporarily
closed.

» Cardholders with outstanding Cardholder Activity Statements on
the 20t of the following month jeopardize all P-cards within the
department to be temporarily closed.




Responsibilities

CARDHOLDERS

0 Ensure the P-Card is used for legitimate business purposes only.
0 Ensure that P-Card transactions are in compliance with University purchasing policies, procedures, and state bid law.
0 Maintain the P-Card in a secure location at all times.

0 Obtain all sales slips, register receipts, and/or P-Card slips and provide them to the Department Reconciler for
reconciliation and approval (refer to Cardholder Travel section for travel related purchases).

0 Notify Department Reconciler if the default organization code should be changed on an individual transaction.

O Attempt to resolve disputes or billing errors directly with the vendor and notify the Procurement Card Services Team if
the dispute or billing error is not satisfactorily.
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Responsibilities

CARDHOLDERS

0 Ensure that an appropriate transaction credit for the reported disputed item or billing error appears on a subsequent
Cardholder statement.

O Ensure that tax has not been charged.
0 Immediately report a lost or stolen card to the Procurement Card Services Team.

0 Return the P-Card to Director / Dean / Department Head/ or Procurement upon terminating employment with the
University or transferring between Departments within the University.

0 Understand that improper use of the card may result in disciplinary action, up to and including termination of
employment.
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Responsibilities

RECONCILERS

0 Review vendor receipts for inappropriate purchases or uses of the P-Card and to ensure that tax has not been
charged. Send original receipts to Procurement Card Services for Compliance on a monthly basis.

0 Reconcile all Cardholder receipts to-the Cardholder Summary report.

QO Have the Cardholder Activity. Statement for all reconciled transactions signed each month by the Cardholder ensuring
that all purchases are appropriate. Approving Official signature ensuring that all purchases are appropriate and all
appropriate documentation is attached.

a Attempt to resolve any disputes with the vendor not resolved by the Cardholder.
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Responsibilities

RECONCILERS

a Notify the Procurement Card Services Supervisor of lost or stolen cards.

O Request that the Procurement Card Services Supervisor cancel a Cardholder’s card (e.g. terminated employees,
employees transferring to other departments, loss of P-Card privileges) as approved by the Director / Dean /
Department Head.

O Collect cancelled cards from Cardholders and forward them to the Procurement Card Services Supervisor. Cancelled
cards should be cut in half prior toforwarding them to the Procurement Card Services Supervisor.

0 Assist Cardholders with erroneous transaction declines and emergency transactions.
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Responsibilities

APPROVING OFFICALS

0 The University Officials that have fiscal responsibility for the organization code(s) to which VISA transactions are
charged and have fiscal responsibility for the organization code to which P-Card transactions are charged.

0 Must review and approve all transactions and documentation listed on the Procurement Card monthly statement and
reconciliation report.

0 May be the Dean, Director, Department Head, Budget Manager, Principal Investigator, or other approved official.
0 Accepts financial departmental responsibility for all purchases made within policy.

0 Are responsible for oversight of departmental budgets and assistance for department Cardholders and Reconcilers.
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Responsibilities
All transactions using the UAH P:Card/must benefit and supportthe University’s mission of education,
research, and public service.
Use of the P-Card for personal purchases/is strictly prohibited.

Procurement Card Services is responsible for monitoring the effectiveness of the P-Card Program and
user compliance with the procedures outlined.

The P-Card represents the University’s trust in you and your empowerment as a responsible employee
of the University to safeguard and protect the University's assets.

As a Cardholder, you assume the responsibility for the protection and proper use of the P-Card.
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Monthly Reconciliation Process

* All supporting documentation-must be uploaded to US Bank
Access Online by the 15t of the following month.

* The Cardholder Activity Statement with appropriate signatures
must be uploaded to the first transaction for each Cardholder.

« Supporting documentation must be uploaded to each
transaction as it appears on the US Bank Statement.

« Justification for the purchase must be included in the comment
section. “Allocated by P-Card Team” must be replaced with a
brief description for every transaction.

Note: Supporting documentation includes any correspondence as it relates
to sale tax refunds when sales tax'is charged to a transaction.




US Bank Navigation on How to Prepare Reconciliation

To Access Card Account Summary Page and Cardholder Activity Statement:
»Visit www.access.usbank.com
»0n Login page, use “UAH” as Organization Short Name
»Input User ID and Password (sent to all department reconcilers and to cardholders)
»Select Transaction Management

(fBbank Access® Online mbank ACCQSS Online

Contact Us

Welcome to Access Online!

Login

Please enter the information below and login to begin.

* = required

rganization Short Name:* R t Status Q
o wnmions Welcome to Access Online MARCEY BENNETT
User ID: System Administration Your last login was 03/21/2024
[mb |

Account Administration

Password:* MESEEQE CE"tEr

Account Information _
m Data Analytics Mgﬂs} from Access Online

Reparting

|'H

orgot your password?

Data E:change

Register Online

My Personal Information
Activate Your Card | Change Your PIN
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http://www.access.usbank.com/

US Bank Navigation on How to Prepare Reconciliation (continued)

» Select the Transaction List link
»Input Cardholder information
» Click Search

=Y
D [—) @ bank Access' Online Cha!l.'vv‘uih Us chom

l!Bbank\ Access' Online it L0

Request Status G .

ek Transaction Management

System Administration Search & Select an Account
Request Status Queue T ' M Account Administration
Active Work Queue ransaCtlon anagement Transaction
System Administration Management Cardholder Account Search
Account Administration * Transaction List

. A f { . . .
Transaction n::: ::::t::n - Search for an account by Cardholder Account Number, Account Unigue ID, Name, or Social Security Number.
Management w E:::"E‘i::mw You can also find a cardholder account by first Searching for a Managing Account.
» Transacton Lis View, review, allocate/reallocate and add comments to transaction information. My Persanal Information
Accourt nformtion Account Number (Last 4 digits):
Data Analytics Hoin
Reportng View Previous Cycle [ |
Data Exchange - : el Comtar
*® Presents the Transaction list for the previous cycle. Account Unique ID: ()
My Personal Information Contact Us -
OR

Training
Home Last Name: First Name:

TravelBank Travel & Expense

OR
Email Center
Social Security Number:

Contact Us OR
Training

TravelBank Travel & Expense @




US Bank Navigation on How to Prepare Reconciliation (continued)

»Card Account Summary Page is now visible

»Select “Print Account Activity”
»Cardholder Activity Statement is now visible

B b
@bank Access’ Online ChatWithls  LogOut Cardholder Activity

Hama. Aceount Number Eyeia End Date: i3 2024

Trans Date Merchant Nams Transaction Total Hource Currency  Gurrency Amount
Posting Date  City, Slate/Proy,

Request Status Queue . Allocation Amount Actounting Code
Actve Work Guows Transaction Management
L . . . . 002024 EMATEMMA EMAIL $212.00 usD 21200

System Administration Card Account Summary with Transaction List MARKETING
Account Administration S S00-MN, TH $212.00 STATR
Transaction Card Account Number; *##+#+s4tees : Switch Accounts
Management Card Account ID: 922068000221 P R N

* Transaction List » Trans List 821200 121200 mll.JDO
Account Information
Data Analytics
Reporting Gardholdar Marm! i
Data Exchange —

isor Name! 8

My Personal Information

[-]Card Account Summary

Home

Email Center Account Number: 0
Account Name:

Contact Us

Training Billing Cycle Close Daia: ‘ Print Account Activity ’
TravelBank Travel & Expense v
® Open Account

[+]Search Criteria Return to top

[-1Transaction List Return to top
Pags 1of 1
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US Bank Navigation on How.to Prepare Reconciliation-(continued)

Univ of Alabama Huntsville
Report Date: 03/18/2024
Transaction Summary

Managing Managing
Account Account Account Disputed Matching Merchant Posting Transaction Transaction Transaction
Number MNama Number MNamao Status Status MNamo Dato Amount Dateo Status Attachment
: uUMNIV OF AL MNao Unmatched SCANTRON 0212024 1 450 .90 02M7/2024 Not Reviewed View Image
HUNTSVILLE OC CORPORATION
Attachmont History (After viewing attachment, click your browser Back button to return to this repor)
File Name: 1730067 1_523059000008 02192024 2
User Namo: a
Create Date: 0272072024
Create Time: 15:12:58
UMYV OF AL No Unmatched STAPLSTE265043 021192024 320.75 02/18/2024 Mot Reviewed Yiew Image
HUNTSVILLE OC B5000001
Attachmont History {After viewing attachment, click your browser Back button to return to this report)
File Nama: 1730067 1_0823059000008_02192024_1
User Name:
Create Date: 03/01/2024
Croate Tima: 14:02:30
UNIV OF AL Mo Unmatched STAPLSTE265043 02/22/2024 20.95 02/21/2024 Mot Reviewsd Wiew |mage
HUNTSVILLE OC 85000005
Attachment History (After viewing attachment, click your browser Back button to return to this report]
Fila Nama: 1730067 1_923058000008_02222024_1
User Name:
Create Date: 03052024
Create Time: 09:45:-29
Transaction Summary /| MBENNETT [/ 031872024 10:37.55 Page 1
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Transaction Summary

Univ of Alabama Huntsville
Report Date: 03/19/2024

Managing Managing
Account Account Account Disputed Matching Marchant Posting Transaction Transaction Transaction
Number Name Number Name Status Status Name Date Amount Date Status Attachment
UNIV OF AL No Unmatched EMAEMMA, 02M02/2024 5 68.00 0270172024 Not Reviewed View Image
HUNTSVILLE OC EMAIL
MARKETING
eniia _ Cardholder Activity
by MARIGOLD Invoice
Name; Account Number: Cycle End Date: 020292024
Bill To: Account ID: 1801929 L
UAH Invoice Date: 02/01/2024
Invoice #: INVO20002B4 \
301 Sparkman Dr. Payment Terms: Due Upon Receipt Trans Diate Merchant Name Transaction Tatal Sulmﬁnﬂ'q' Em‘_f Amount
Huntsville, Alabama 35899 Due Date: 02/01/2024 Pﬂﬂ]ﬂ Date Eﬂj’ State/Prov
PO#: ! ‘ | .
Alocation Amount ~ Accounting Code
YOUR SUBSCRIFTIONS SERVICE PERIOD TOTAL
Active Audience Level 01/01/2024-01/31/2024 $68.00 0210112024 EMAEMBA EMAIL 68,00 [11] BB.00
MARKETING
Current invoice subtotal $68.00 022204 BO0-535401, T T ] .
Tees | 20.00 6800 STATE 247001 7153 Insttuional Subscip, Ema Emma
Current invoice total $68.00 )
Payment received £68.00
Adjustment $0.00
Credit Balance Applied $0.00 M.MIITIHH‘S Purchases Fm
Current invoice amount due $0.00 SE8.00 SHR.00 0,00
Previous Balance $0.00
Total Account Balance £0.00

YOUR USAGE

Active Audience Level

All amounts in USD

USAGE PERIOD INCLUDED USED
01/01/2024-
4
01/31/2024 0 #4351

TOTAL

$58.00

Cardhoider Name: Printed Cardholder Name

sortame: Printed Approver Name

signaure: Cardholder Signauture

signaure: Approver Signature




Acceptable Supporting-Documentation

Supporting Documentation provided must be clear, visible and include the
following information:
» Date of Purchase

» Name of Vendor
» Detailed list of what was purchased (credit card slip is not sufficient)
» Amount of purchase must match-the amount of the transaction on the report

» There should be no sales tax charged for purchases made in the State of Alabama or for ltems
shipped to an address in the State of Alabama
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« Amazon / Staples Purchase
v'Detailed Invoice/Receipt
v Must show the total that matches the total on the report
v Written totals may be recorded for backordered items when no subsequent backup is provided

amazoncom

Final Details for Order #111-4568566-7164212
Print thiz page for your records.

Order Placed: January 31, 2024
Amazron.com order number: 111-1568506-7 164212
Order Total: $17.25

Shipped on February 2, 2024

Items Ordersd Price
1 of: Duracal Coppertop AAA Batharias with Fower Boost Ingrediants, 24 Cownt Pack Triple A Battery with Long-Lasting Power, Alkaline  $17.29
Add Hattery for Housebold and Office Devices

Sodd bry: Aemaoon .com Services, Inc

Supplexd oy Othar

Concition: Mars

Shipping Address:
301 SPAREMAN ORIVE NW, UNIVERSITY OF ALABAMA IN HUNTSWILLE

HUNTSWVILLE, AL 25899
United States

Shipping Specd:
FHLLE Frime Delivery

Payment information

Payment Method: 1tems) Subtotal: §17.29
Visa anding in Shipping & Hardling: 50,00
Billing address Total before tao: 17329

Estimated tax to be colleced:- 000

0] SPAOHEMAN DRIVE MW, UNIVCRSITY OF alsBaamas 1N HoNsyweee e
Grand Total: $17.29

HMUNTSVILLE, AL 35899

United States

Credit Card transactions Wisa ending : February 2, 2024 L1739

Ta wiow the status of your order, rebem to Order Summany.
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 Food or Supply Purchase
v'Detailed Invoice/Receipt
v'"Must show the total that matches the total on the report
v'Flyer or Invitation for the Event — this could be the Calendar of Events (such as WOW Events)
v'Signup sheet for attendees (if available)
v'Guest Speaker or Outside Guest information

E Rocket City Weather Fest 2024 Schedule

B oo Bt All Day Activities:
S e S Asm— Kids Experiments, Tennessee Valley Poster Contest, Exhibitor
S e Booths and Vehicles, SWIRLL Tours
e Shuttle Pick-Up will be in Shelby Building Parking Lot at 10:30 AM
Expected Dallvery Thms:

O I02024 1030 A

e Starte-

famsanas peas P 10:15 AM James Spann SSB112
Cordiar
027102024 1143 AM 11:30 AM Keynote Speaker: Grace Anello SSB 112
arder plemar o T
e 11:45 AM James Spann Book Signing SST 121
T
| Coreier Typec Dhibymryr Sechdres B Cresr Copaiossss Crppaeoe Me® Suoowsg L amsn E8.95
owar fu?mz:m emsomes 12:05 PM UPSTORM Balloon Launch
- & Lasmsty €835 Location: Shelby Lawn, Featuring Local News Station Meteorologists
Borkun Tt aotions: Dutheanr-onty i £ Gt Crapper Coe
' ey ——— 12:15 PM Natural Disasters Panel SSB 112
B vt 5 553 55
Tax 5 0.00
————— £33 12:50 PM National Weather Service Panel SSB112
e e 1:20 PM UPSTORM Balloon Launch
12 Crupome or Py — 127.50 “Cur curpsoe R 300 Ostvery i ge 15 N0t 3 19 or Location: Shelby Lawn, Featuring Local News Station Meteorologists
e v Dol Siver na cane STaT 1 apprecation of great |0

win 10 Choosake Chipper Cookie

1:30 PM cCasey Calamaio Drone Research SST 107

B 1:30 PM UAH Faculty Panel SSB 112
I 2:15 PM UAH Grad Students Panel SSB 112

wiEn 10 Choooigbe Chipper Cooiie




* Printed Items — T-Shirts, Novelty Items, etc.
v'Detailed Invoice/Receipt

v'"Must show the total that matches the total on‘the report
v" Artwork

v'Advancement Approval on Artwork when using UAH Logo/Brand, etc.

R — m
R e | o TR AN
s e e e ALARANA AT
e L e LOGOBUPYINSET - UAH logodhawsting bag,
e — S | medaage
B e e Mo Qe 6, 20230t 13T AN
o . THE UNIVERSTY OF i
ALABAMA IN HUNTSVILLE
Thts s approved
Yotk appvovi by OAC andpar h UAe po and b puienes Fioasa i s comespondance
g Wl any s o Wha s e g Cog Cnt g
R S ey e T o Thak ou

e




* Meals (including meals while on travel with a student team/group, team and

coaches/chaperon’s or recruitment with the prospective student)
v'ltemized receipts

v"Must show the total that matches the total on the report [ p—
v’ Listing of all persons whose meal is being paid I ey e
Leader Inferview Workshop i 3 My
11:02 AM
Attendees Names: 120002
Order Type: Delivery
H. Mur!géan
- Muffaletta Ham Special 10.49
1.5 I ¥ Eu;;{:mm *’"’““‘Em
. WiMac & Cheess
M. Sllllﬂl Sweat Tea 240z 2.99
Lemon Wedoe
Cheesacakse Strawberry 4.89
Mesa Chicken Salad 11.89
0TS Ranch Dressing Extra .69
Cramberry Walnut Cookie 1.79
Chocaolate Chip Codkie 1.749
Chicken Panind 10.79

MO Tomato Roma
(N}Chips & Pldkle
Stramberry Shortcake 4.49
Plates Forks & Mapgkins (1 Wensils) 0.00
@ 0.00 per Lkensils
Mo Plates Forks & Mapkins

DELIVERY FEE 0 .00
Delivery Fes

Subtotal 5.81

Tax Exempt BG30520830 0.00

NOTE: Personal meals while on travel status are not allowed on the P-Card
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» Airfare for UAH Employees
v'Signed Travel Authorization
v'Detailed Itinerary and/or Invoice
v'Be sure the backup provides a detailed list of charges
v'Must show a total that matches the amount of the transaction on the report

THE UNIVERSITY OF ALABAMA IN HUNTSWVILLE

AUTHORIZATION FOR OFFICIAL TRAVEL R P e
MName Date WUNITED m Wl Sl 00 DOC2T
Charge to Index Mumber Thank you for choosing United

Destinaton Dates of Trp

Reason for Making Trip

Estimate of Cost:

Transportation
L ging L= e
Regictration Fes BCMTBWW
Meal=
PersonallRental Car
Miscellansous
1 M, ey BA o Ry e il
Orther-List
10:34 PM D&:32 .AM
it g, S R [ S e Bt Fat e
Total Estimated Cost ™ % 0.00
FPlans for reservations and tickets are as follows:-= Tt S
OISR 2 AT T LI ME
o Ticeess rearn o 002t 701 D Sears L&GEWR E
Maocimum amount allowed for reimbursement:
i Tichoed resrn Beay BT E2AET T 11301 Eaear LAS EWS 3485
Traveler
—_— Pl e i T T i -
Prnnted Mame of Approver Budget LUnit Head or Pnncipal Investigator =
e D ==ty T bt ]
—_— Fhairyoed OfF Dorg gl _— T
Printed Name of Approver Dr=an or Director e . 1;:""-' c;*_!
[ T e S . B .
——
Printed Mams of Approver = Office of Sponsored Programs Administrator Ao 166 51 USD
L B Trarysgsorlaton Tan AT 40 USD
—_— 2
LB FEgi 5--:.-1-_&-.1'.1.- o e
Printed MName of Approver Wice President TEmze BB Sescoarity Foe sosa usD
U 5 Passassges Focdliiey (O asper s LEsD
All travel claims shall normally be filed within sixty (80} days of the date that the expenses were incurmed. = L
*Signaturs and extra copy needed when any part of travel is charged to contracts and grants. Tl NSy P N AR
= Amended travel authorization with initial & date of approver is reguired if the total actual cost exceeds total esmated cost by more than 1009
= Airfare should be obtained with at least 14 day lead time pricr to departure o ensure the most economical airfare available. Mot J8T.BD USD

NOTE: Travel Insurance is not allowed for purchase with the P-Card and Upgraded Seating-is not
allowed for purchase with the P-Card.
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« Car/ Vehicle Rental

v" Signed Travel Authorization

v’ Detailed Invoice

v Must use Contracted Vendor- if questions, contact the Procurement Officer
v Must show a total that matches the amount of the transaction on the report
v' Gas Receipts — Gas purchases are allowed for a Rental vehicle

* Registration for Conference

v'Signed Travel Authorization

v’ Detailed Folio and/or Invoice

v'Completed Registration Form, if possible

v" Must show dates and destination of Conference

THE UNIVERSITY OF
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« Computer Equipment Purchases
Computers, iPad, Tablets,.and other Wireless Devices are not an
allowable P<Card purchase.

« Computer Peripherals (Keyboard, Mouse, External Hard Drive, etc.)

v'Detailed Invoice/Receipt
v'Must show a total that matches the amount of the transaction on the report
v'Must use Contracted Vendors where applicable

 Printers

v'Detailed Invoice/Receipt
v'Must show a total that matches the amount of the transaction on the report
v Must use Contracted Vendors where applicable

THE UNIVERSITY OF
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Example of Incomplete Supporting Documentation

74

s THE UNNERSITY OF
- ALABAMA N HUNTSVILE

S FT1 UNIVERSITY D
HIBMTSWwEIL i = . e F=-

Feazor iw
L Ao b ESS -t Trmss

T =1 e enaoerees ©

TSR E_

[External] Comfort Suites | UAH,.

SSIFT1-< 12T DR CossisS T izl as

SIT9aE =T To.=ZIMN D BT ENTIofI. Fasds: E
Subtotal E— no-reply@stavatchoice.com <no-reply@stayatchoice com> Mon, Feb 26, 2024 at 409 PM
Tamsw Exosme i Mo 255820
TEFELELT Ta RS E O O waF =S
Todtz=l s -

e e R MMt MACISN || Please open the atiachment to view the fo,

FusEF . Mo D3-Sl S
WESEH CREDIT
Chir Resd

AID: ACODOGO forincidentls @ check out e clo t 1200pm

ATD = AR S
TR = Sl OE OO
IR CuSOT T S80S OEnG el

AEcs oo ) @AL333_GU&SI Folio Batch0d0b04a5.438e-4d90-dbad-abbba12925aa paf

FPIliease HReifaimy For Yipase— Foeew
3K

Stores DT TS Roeo =z O3 e g - o
Lg S P M

esdtes: T, A 22/20249 1T 2-F=-=7 ==
Tickat: DFTiISISsS2

Tdtewmil = » S 2@

Tl o= B e T wa-
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Example of Incomplete Supporting Documentation

Logans Roadhouse Oct 31, 2022 Base Plan
6226 University Dr. .
Huntsville, AL i
35306
25f° I37-THES

Eﬂg:ﬁsyme 01/08/24 09:41:48 PM Charges on Dec 30, 2023

_fORE ID : 16187992007

CHECK MUMBER : 2633545

TABLE MUMBER SCOTT Payment method
AMOUNT : $28 .«

A o 2 > S Visadr 4 g
TOTAL = 4K Pis
_______ - 948

TERMINAL ID : 26288200009 Rase Plan

APPROVAL CODE : 057722 o
TRANSACTION STATUS : APPROVAL 057722

ENTRY MODE : Contactless | T §0

AID : ACOOOC00031010

TVR : 0000000000 Tolal $83.88

1D : uS011203400000

ARC = 00

AC : F5203510CATDEEBAE

CARD NUMBER @ »xO0CO0CKXXHR Get the mid'season price: Now m.gg

CARD BRAND » vTo4 CREDET
NAME ON CARD ~f DFR/VISA
SIGNATURE Add NBA League Pass 1o walch your favorte feamsd_ _ out-of-market games for the remainder of the
_________________ season, Tems apply. No cancelaions for one fme payments.
{d( Add # now No thanks
Cardho ard issusr above 54321
amount ¢ iholder agreement
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Example of Incomplete Supporting Documentation

amazonoom
Final Details for Order #112-3031937-1482657
Print this page for vour records
Order Placed: February 8, 2024

Amazon.com order number: 112-3031937-1482657
Order Total: $76.78

Price

ems Ordered
$66.18

1 of: PermaShine - Reusable and Helium Free Balloon Bouguet - Permanent Plastic Indoor
utdoor Balloons

* Providing only this receipt-without also o M
providing proper justification and

Shipping Address:

complete supporting documentation, this

301 Sparkman Drive,
Huntsville, AL 35899

transaction could be viewed as a

personal purchase. S -

Payment Method: Item(s) Subtotal: 66.18
Visa ending in Shipping & Handling: 10.60

Billing address Total before tax: $76.78
- Estimated tax to be collecred: £0.00

University of Alabama in Huntsville
301 Sparkman Drive, Grand Total: §76.78

Huntsville, AL 35899
United States

Credit Card transactions Visa ending in : February 8, 2024: $76.78
To view the status of youwr order, return to Order Summary.

Conditions of Uss | Privacy Notice © 1996-2024, Armason.com, Inc or i affiliates

Engli United State

THE UNIVERSITY OF e e
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P-Card Forms

¢ Procurement Card Application

s Procurement Card Approver Update Form

s Procurement Card Exception Request Form

¢ Procurement Card Authorization Memo for Secondary User
“*Procurement Card Missing Receipt Affidavit

s Procurement Card Reconciler Update Form

*»Procurement Card Reconciliation Packet Due Date Extension Form
s Procurement Merchandise Authorization Form

s Procurement Card Additional Organization Code Application Form

*Forms can be accessed by visiting our Business Service Webpage
https://www.uah.edu/business-services/business-services-forms

THE UNIVERSITY OF
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https://www.uah.edu/business-services/business-services-forms

PROCUREMENT CARD ALLOWABLES

NOTE: This is intended as a guide. You must Review University Spending Policies, Travel Policies, Procurement
Policies and Bid Guidelines to ensure the proper expenditure of funds. (www.uah.edu/finance/policies, and
www.uah.edu/business-services/faculty-staff/open-bid-information)

Advertisements (must include written approval/review by Advancement, when UAH logo is used)
Ammunition (allowed for Campus Police ONLY)

Books that will become the property of the University

Clothing/T-Shirts and/or Uniforms (student and highly visible departments with prior Procurement approval)

Coffee Pots, Refrigerators, Microwaves needed for research or conference situations only, documentation is
required (not for individual use — must have a demonstrated business need with prior Procurement approval)

Engraving when article to be engraved and engraving are purchased from the same supplier
Equipment totaling $3000 or less (this includes S&H)
Floral Arrangements (official University functions, i.e. commencement)

Food: Bulk food items for preparation typically purchased at grocery stores for students or business related
meetings

THE UNIVERSITY OF
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http://www.uah.edu/business-services/faculty-staff/open-bid-information

PROCUREMENT CARD ALLOWABLES
(continued)

» Framing Services (for official dept purpose - must include description of item being framed)
* Furniture (must contact the University's Interior Designer for approval)

* Industrial Supplies

* Internet Purchases for allowable items

» Lab Supplies (excludes DNA oligomers)

» Landscaping Supplies: Trees, Shrubs, Flowers, and Small Tools

* Meals (*see note)

» Medical Supplies (Student and Faculty/Staff Clinics, Nursing, Athletics Trainer & first aid kits-supplies)
* Memberships Dues (University and Department-only)

« Mini Blinds

* Music Supplies

* Novelty ltems with printing (i.e. pens, usb thumb drives, cups; must include written approval by Advancement)
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PROCUREMENT CARD ALLOWABLES
(continued)

» Office Supplies (must be purchased from current contract vendor)

» Parts for in-house repairs of UAH owned equipment

» Peripheral Equipment, Power and Network Equipment, and Supplies for Computers
» Photographic Film and Slide Processing

» Plaques/Awards/Christmas Cards/Retirement Cards (in limited circumstances, with documentation, if it is
deemed that this expense is in the best interest of the University and promotes the purposes of the University —
written pre-approval required by Dean/Chair/Director or designee)

» Postage and shipping expenses, USPS, FedEx, UPS, etc.

» Printer Cartridges: Must be purchased from current contract vendor or pre-approved by Procurement Services.
 Printing with prior approval (must have email from UAH Copy Center stating they cannot print the material)

* Registrations

* Rental Equipment

* Repair of UAH owned Equipment; including emergency repairs
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PROCUREMENT CARD ALLOWABLES
(continued)

» Signage (use for advertisement after approval by Advancement) Software (single use, off the shelf and does not
require UAH signatures)

» Student Events (such as Orientations, Receptions, Residence Hall programs, Recruitment, WOW, and
Homecoming with supporting documentation — refer to University Expenditure Guidelines)

» Subscription, Journals, Periodicals, and Book Renewals

» Travel (Out of State) with an approved Purchase Request (exempt from per transaction limit)
« Air Fare for individuals for business related travel
» Conference Registration Fees
» Hotels (lodging for business related travel)

* Vehicle Rentals/Gasoline (for business related travel — not for personal vehicle)
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PROCUREMENT CARD ALLOWABLES
(continued)

- Remember no sales taxes should be charged on purchases made with the
procurement card and that itemized receipts, stated business purposes analyzer
backup documentation is required for your purchases.

*Meals 1) while on travel with a student team/group, team and coaches/chaperon's meals are allowed on the P-
Card (with itemized receipts and listing of all persons whose meal is being paid).

2)while traveling doing recruitment, recruiter meals along with the prospective student are allowed on the P-Card
(with itemized receipts and listing of all persons whose meal is being paid).

3)while traveling (coaches/recruiters) without a student team/group to attend a conference/meeting - meals are not
allowed on the P-Card.
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PROCUREMENT CARD RESTRICTIONS

» Alcoholic Beverages

« Ammunition, Firearms (Non UAH Police Personnel)

» Appliances — (not allowed for personal use)

e Cash Advances, Cash Instruments

» Catering (Setup, the replenishment of food and cleanup)
» Cellular Phones and Service

+ Coffee, Cream, Sugar, Soft Drinks, Cups, Napkins, etc. — (When intended predominantly for consumption by
University employees, unless otherwise covered by UAH Expenditure Guidelines)

« Computers, iPad, Tablets, and other Wireless Devices (See: http://www.uah.edu/businessservices/faculty-
staff/open-bid-information )

» Contracts/Consulting for Professional Services
» Controlled Substances or Chemicals

» Cylinders: Containerized Gas Cylinders must be ordered through Central Receiving, unless special preapproval
has been granted by Procurement Services.
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PROCUREMENT CARD RESTRICTIONS
(continued)

» Entertainment and Related Expenses — (Related to receptions, retirements, department Christmas parties and
the like are NOT allowable

« Equipment (which exceeds $3000)

* Floral Arrangements (not for personal occasions, i.e. birthdays, weddings, etc.)

» Hazardous Materials (if unsure, consult the Office of Environmental Health and Safety)
* Hazardous Waste Removal « Greeting/Holiday Cards

» Items for non-University Purposes

» Insurance / Vehicle Insurance / Ticket Life Insurance / Ticket Cancellation Insurance etc.
* Laundry and Cleaning of Personal Iltems

» Leases / Rental — Land or Property

* Legal Services

* Live Animals

* Mailing Services (Bulk)
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PROCUREMENT CARD RESTRICTIONS
(continued)

» Maintenance or Service Agreements

» Meals for University Travel (exceptions per University Travel Policy with prior approval from Procurement)
* Medical Services

* Mini-Storage for University Owned ltems

* Money Orders

* Moving Expenses

* Pagers

« Parking Services (Ex. Valet Services)

» Party Supplies / Holiday Decorations and Supplies

» Personal Expenses / Purchases (Amazon, PayPal, groceries, fans, heaters, radios, etc.)
* Pre-Paid Cards, Telephone Cards etc.

» Prizes / Gifts / Awards / Plaques, Gift Cards or other taxable expenses when not justified as benefiting the
University
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PROCUREMENT CARD RESTRICTIONS
(continued)

Radioactive Materials

Relocation of Household Goods

Sales Tax

Software — Multiple License Agreements requiring a UAH signature
Specialty Gases in Cylinders (helium, axygen, nitrogen)

Split Transactions — To avoid the single purchase limit unless the items are available on University contracts. A
“split purchase” includes any action taken to “work around” or “bypass” the single transaction limits set on P-
Cards. The splitting of purchases will not be tolerated and may result in revocation of your card.

Sponsorships
Temporary Labor Services
Tax Title, License Fees

Travel -- (In-State) - (Hotel expenses are allowed when-attending a conference that is part of a national
organization, with prior approval from Procurement. UAH students are exempted and should refer to UAH Travel
Policy)
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PROCUREMENT CARD RESTRICTIONS
(continued)

* Note: Some items that are not allowed on the P-Card, may be allowed through the
Requisition process, in accordance with the University’s Expenditure Guidelines.
Failure to abide by the List will-result in Violation Policy Procedures and may end in
termination of your card. *If unsure please contact the Procurement Card Services
Department.




UAH P-CARD & TRAVELTEAM

Ani Binitie Marcey Bennett

Procurement Card Services Supervisor Procurement Card Services Coordinator
256.824.2239 256.824.6515

ab0312@uah.edu mdb0054@uah.edu

Marcie Meeves

Tavel Program Coordinator
256.824.1863
mMem0043@uah.edu

Carla Byrd, Sr. Director of Procurement and Business Services, 256.824.6674, crb007 1 @uah.edu

Elena Ely, Business Services Assistant, 256.824.6484, ee0028@uah.edu
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