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Change in Pcard Processing Dates
Responsible Executive: Andrew Fronczek, Director of Purchasing & Auxiliary Services

Responsible Office: Purchasing/Finance Offices

Related Policy: Purchasing Card Policy
Approval Date:   03-17-09
Effective Date:    03-17-09  

Revision Date:      
Purpose

The purpose of this revision is to enable the Finance Office to more timely reflect Pcard purchases made by individuals across the University in the University’s monthly operating financial statements. Currently, Pcard users have until the 15th day of each month to review their prior-month’s on-line Pcard activity in PaymentNet.  In order to upload the PaymentNet information into the Banner General Ledger in a more timely fashion, this review period is being reduced to the 10th day of each month.
Online Reconciliation
Effective with the March 2009 Pcard monthly account statement, the deadline for reviewing all online Pcard transactions in PaymentNet  transactions will be the 10th day of the flowing month (e.g. April 10, 2009 for March 2009 transactions). This review consists of checking the Banner expense banner account coding, providing a description of the purchase and “checking the box” to indicate that the goods or services were properly received. This review must be completed by 8:00 AM on the 10th day of each month.
It is still recommended (and preferred) that Pcard users log-on weekly to PaymentNet and post their notes and review their purchases as incurred.

Submission of Supporting Documentation
Submission of each user’s monthly supporting documentation package to the Accounts Payable Office, including the Pcard account statement, transaction notes and purchase receipts, are still due by the 15th day of the following month in which they occurred (e.g. April 15, 2009 for March 2009 transactions). The Pcard account statement should be affixed to the top of the supporting documentation package and include both the user’s and supervisor’s approval signatures.

NOTE: Failure to submit paperwork or process transactions as requested may result in suspension of card privileges. 
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