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 Vince Leon   - PCard Liaison
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 Kate Rottler  - PCard Reconciler
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 LuAnn Cordero
 Vince Leon
 Jared Simte - Approvers for Assigned Grant Accts. 

MCEEB PCard Personnel



 Safe and convenient way to make small dollar
purchases.
◦ No purchases over $5,000.00 allowed.

 Reduces need for Purchase Orders and employee
reimbursements.

 Purchases can be made on-line, by telephone, via mail,
or in-store.

 Individual cardholders must not allow others to use
their PCard.

 If you purchase something immediately before leaving
on travel/vacation, you are still responsible for
submitting paperwork and handling any issues that may
arise within the appropriate time limits.



 MCEEB PCard log
 Backup documentation 

(Details to follow)



 PCard logs and initial backup documentation must be received by
the business office within 24 hours of any purchase.  Additional
required documentation must be submitted as soon as received.
No reminders of outstanding documents will be issued.

 If a charge posts without any documentation on file with
reconciler, only one email reminder will be issued.  If backup
documentation is not received by the deadline noted in the
reminder email, a Notice of Non-Compliance will be generated.

◦ Notice on reminder email will state “This is the only reminder you will
receive. If the requested information is not submitted, a Notice of
Non-Compliance will be issued.”



 If you use your card while out of town and are
unable to submit documents within required time
limits, contact appropriate EEB business staff.

 UA PCards cannot be used to reserve hotel lodging.

 Due to difficulties encountered in PCard use during
long term travel (more than five business days),
PCard use  will only be allowed under certain
circumstances and with prior written approval of
the PCard liaison.



 PCard log with confirmation number
 Order Acknowledgements
 Order Confirmations
 Order Shipping Notices
 Packing Slips
 Original Receipts/Invoices1

1 As purchaser you may be required to contact the vendor directly to 
have an invoice emailed or faxed directly to reconciler as invoices 
sent through the US Mail normally arrive too late.



 If you do not complete the PCard log electronically,
Please write legibly.

 The PCard log is a legal document and anything on
it is subject to audit.

 Credits are separate transactions and require
separate, completed PCard logs.

 Please forward information about partial or
incorrect shipments to the reconciler.

 Make sure you have turned in the original receipt
with your completed PCard log. Areas highlighted
in yellow (see sample) must be properly completed
or the log may be returned to the purchaser.





 There are precise instructions on document preparation.
Documents not prepared correctly (next slide) may be
returned to the PCard user. Documents consistently
submitted in an incorrect/incomplete manner will generate a
Notice of Non-Compliance.

 All PCard documentation goes to FSO Compliance for
scanning. DO NOT HIGHLIGHT OR TAPE OVER ANY
INFORMATION ON YOUR RECEIPT.

 FSO Compliance reviews all documents for compliance with
UA policies.



Masking tapeStaples

Duct tape Highlighter



 There are classifications of items that are not allowed to be
purchased/received with a UA PCard. Some important areas to avoid:

◦ Air travel that includes personal time
◦ Payments on behalf of foreign visitors
◦ Hazardous materials as defined by the UA
◦ Hotels
◦ Prepaid Cards including gift and phone cards. This includes

purchase reward cards.
◦ Purchases over $5,000.00 (including tax and shipping charges)

 Please refer to the following website for a complete list and
additional details:

 http://pacs.arizona.edu/pcard_manual_page8#8_1

http://pacs.arizona.edu/pcard_manual_page8#8_1


 A lab PCard is classified by the UA as a Department Card.

 The responsible card holder for a lab PCard is the contact for
any issues with that card.

 The lab card must be checked out to each person who is
using it in turn. The PCard Liaison may request to see your
lab checkout sheet for audit purposes.

 If the lab PCard is checked out, the next person in the lab
who needs to use it must wait until it has been returned.  The
department PCard is not available for use by labs with lab
PCards except under certain circumstances.





 MCEEB has only one Department PCard. The 
card should be returned within three hours 
of checkout.

 Using the Department PCard without 
checking it out is an unauthorized use of 
the card and will result in the suspended 
use of the card for that user.

 Documentation requirements/policies must 
be complied with by Department PCard 
users and individual card users. 





 PCards must be stored in a secured place.
 Do not email any credit card number information. Contact vendors via

fax or phone with card details.
 Individual PCards must be signed.
 The Department PCard must be returned to accounting staff personnel.

Do not leave it on someone’s desk.
 Make sure you order from websites with “https” at the start.

 Do not store your credit card information on a vendor website.
 Only download information from reputable sites as some can contain

malware, viruses, etc. that can cause credit card information to be
illegally obtained resulting in fraudulent use.

 If you receive a phone call or email from someone claiming to be the
bank requesting credit card information, do not respond. Contact the
PCard Liaison or, in her absence, UA PCard Administration at 626-9091.



 New cardholders will be placed on a four (4) 
month probationary period.  Any occurrence 
of MCEEB policy non-compliance will result 
in suspension of their purchasing card. Use 
of the Department Card will not be allowed 
during this time period. 



 Immediate suspension
◦ Not attending mandatory PCard training.
◦ Allowing someone else to use your individual PCard
◦ Using a Lab or Department PCard without checking

it out.

 Notice of Non-Compliance
◦ A written Notice of Non-Compliance will be issued

for EACH occurrence.
◦ Two notices will result in the suspension of the

PCard. A notice can be generated on the
department level or by UA PCard Administration.



 Failure to submit properly completed PCard log and
backup documentation within required time limits.

 Failure to provide original receipts.

 Consistent failure to complete PCard log correctly.

 Failure to comply with applicable UA policies and
procedures.

 Recording a credit card number for future use.



 If a purchasing card has been suspended due
to non-compliance, the cardholder may
request a review.



 Details of the circumstances of the non-
compliance(s).

 Description of steps to be taken to prevent re-
occurrence.

 Request submitted to the liaison no later than
five days after notice of suspension.

 Review panel will consist of reconciler, liaison,
and EEB business manager.

 Prior PCard history will be considered.



 First suspension:  reactivated after a two (2)
month waiting period and attendance at
PCard orientation class including the EEB
Department PCard Policy training.

 Second suspension:  card will not be
reactivated.



Happy Shopping!

 Please remember that holding
and/or using a UA PCard is a
privilege.

 PCard holders and/or users are
responsible for staying up-to-date
with UA PCard Policy. Please visit:
◦ http://pacs.arizona.edu/pcard_policies_manual



 http://http://eeb.arizona.edu/business-
office/purchasing

 http://mcb.arizona.edu/admin-services/
business-office/purchasingshipping

 Contains links to:
◦ MCEEB PCard Log Form
◦ PCard Usage Restrictions
◦ UA’s PCard Administration Website
◦ MCEEB PCard Policies & Procedures 

http://http/eeb.arizona.edu/business-office/purchasing
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