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Important Dates

• Monthly Reconciliations are due on the 15th of each month.

• Reminder Notices are sent out on the 5th and 10th of each 
month.

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

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



Responsibilities

CARDHOLDERS

❑ Ensure the P-Card is used for legitimate business purposes only.  

❑ Ensure that P-Card transactions are in compliance with University purchasing policies, procedures, and state bid law.  

❑ Maintain the P-Card in a secure location at all times.  

❑ 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).

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

❑ 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.  



Responsibilities

CARDHOLDERS

❑ Ensure that an appropriate transaction credit for the reported disputed item or billing error appears on a subsequent 

Cardholder statement. 

❑ Ensure that tax has not been charged. 

❑ Immediately report a lost or stolen card to the Procurement Card Services Team. 

❑ Return the P-Card to Director / Dean / Department Head/ or Procurement upon terminating employment with the 

University or transferring between Departments within the University. 

❑ Understand that improper use of the card may result in disciplinary action, up to and including termination of 

employment.



Responsibilities

RECONCILERS

❑ 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. 

❑ Reconcile all Cardholder receipts to the Cardholder Summary report. 

❑ 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. 

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



Responsibilities

RECONCILERS

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

❑ 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.  

❑ Collect cancelled cards from Cardholders and forward them to the Procurement Card Services Supervisor. Cancelled 

cards should be cut in half prior to forwarding them to the Procurement Card Services Supervisor.   

❑ Assist Cardholders with erroneous transaction declines and emergency transactions.



Responsibilities

APPROVING OFFICALS

❑ 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. 

❑ Must review and approve all transactions and documentation listed on the Procurement Card monthly statement and 

reconciliation report. 

❑ May be the Dean, Director, Department Head, Budget Manager, Principal Investigator, or other approved official. 

❑ Accepts financial departmental responsibility for all purchases made within policy.

❑ Are responsible for oversight of departmental budgets and assistance for department Cardholders and Reconcilers.



Responsibilities

➢ All transactions using the UAH P-Card must benefit and support the 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.



Monthly Reconciliation Process

• All supporting documentation must be uploaded to US Bank 
Access Online by the 15th 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

➢On Login page, use “UAH” as Organization Short Name 

➢Input User ID and Password (sent to all department reconcilers and to cardholders)

➢Select Transaction Management

http://www.access.usbank.com/


➢Select the Transaction List link

➢Input Cardholder information 

➢Click Search

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

US Bank Navigation on How to Prepare Reconciliation (continued)



US Bank Navigation on How to Prepare Reconciliation (continued)





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 Items 
shipped to an address in the State of Alabama



• Amazon / Staples Purchase
✓Detailed Invoice/Receipt 

✓ Must show the total that matches the total on the report 

✓ Written totals may be recorded for backordered items when no subsequent backup is provided



• Food or Supply Purchase
✓Detailed Invoice/Receipt 

✓Must show the total that matches the total on the report

✓Flyer or Invitation for the Event – this could be the Calendar of Events (such as WOW Events) 

✓Signup sheet for attendees (if available) 

✓Guest Speaker or Outside Guest information 



• Printed Items – T-Shirts, Novelty Items, etc. 
✓Detailed Invoice/Receipt 

✓Must show the total that matches the total on the report

✓ Artwork 

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



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

coaches/chaperon’s or recruitment with the prospective student)
✓Itemized receipts

✓Must show the total that matches the total on the report

✓ Listing of all persons whose meal is being paid

NOTE: Personal meals while on travel status are not allowed on the P-Card



• Airfare for UAH Employees 
✓Signed Travel Authorization 

✓Detailed Itinerary and/or Invoice 

✓Be sure the backup provides a detailed list of charges 

✓Must show a total that matches the amount of the transaction on the report 

NOTE: Travel Insurance is not allowed for purchase with the P-Card and Upgraded Seating is not 

allowed for purchase with the P-Card.



• Car / Vehicle Rental 
✓ Signed Travel Authorization 

✓ Detailed Invoice 

✓ Must use Contracted Vendor– if questions, contact the Procurement Officer 

✓ Must show a total that matches the amount of the transaction on the report 

✓ Gas Receipts – Gas purchases are allowed for a Rental vehicle 

• Registration for Conference 
✓Signed Travel Authorization 

✓ Detailed Folio and/or Invoice 

✓Completed Registration Form, if possible 

✓ Must show dates and destination of Conference 



• 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.) 
✓Detailed Invoice/Receipt 

✓Must show a total that matches the amount of the transaction on the report

✓Must use Contracted Vendors where applicable 

• Printers 
✓Detailed Invoice/Receipt 

✓Must show a total that matches the amount of the transaction on the report

✓ Must use Contracted Vendors where applicable 



Example of Incomplete Supporting Documentation



Example of Incomplete Supporting Documentation



Example of Incomplete Supporting Documentation

• Providing only this receipt without also 
providing proper justification and 
complete supporting documentation, this 
transaction could be viewed as a 
personal purchase.



P-Card Forms

❖Procurement Card Application

❖Procurement Card Approver Update Form

❖Procurement Card Exception Request Form

❖Procurement Card Authorization Memo for Secondary User

❖Procurement Card Missing Receipt Affidavit

❖Procurement Card Reconciler Update Form

❖Procurement Card Reconciliation Packet Due Date Extension Form

❖Procurement Merchandise Authorization Form

❖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

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 

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 Items with printing (i.e. pens, usb thumb drives, cups; must include written approval by Advancement)



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



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)



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.



PROCUREMENT CARD RESTRICTIONS 

• Alcoholic Beverages

• Ammunition, Firearms (Non UAH Police Personnel) 

• Appliances – (not allowed for personal use) 

• 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.

• Donations/Contributions 



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 Items 

• Leases / Rental – Land or Property 

• Legal Services 

• Live Animals

• Mailing Services (Bulk) 



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 Items

• 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



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, oxygen, 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)



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.



Ani Binitie

Procurement Card Services Supervisor

256.824.2239

ab0312@uah.edu

Marcey Bennett

Procurement Card Services Coordinator

256.824.6515

mdb0054@uah.edu

UAH P-CARD & TRAVEL TEAM

Carla Byrd, Sr. Director of Procurement and Business Services, 256.824.6674, crb0071@uah.edu

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

Marcie Meeves

Tavel Program Coordinator

256.824.1863

mem0043@uah.edu


