








I. GENERAL

A. The ProCard is an ECU Visa Purchasing Card for business use only.   

B. Obtaining a ProCard in Campus Operations requires the approval of the Senior Associate Vice Chancellor for Campus Operations.  

C. Effective January 1, 2005, Financial Services requires the following purchases to be processed on the ECU ProCard. 

1. Registrations

2. Membership Dues

3. Certifications

4. Publications

5. Examination fees

6. Subscriptions**

**Note:        Subscription purchases should be mailed to a University business address and relevant to University business or programs.  Subscriptions must be purchased on an annual (12 month) basis.  You cannot prepay and process an annual subscription twice in the same fiscal year.

7. This requirement means that these types of purchases will not be accepted on Limited Check Request forms, Direct Payments, Purchase Requisitions, or Treasurer’s Vouchers.  An exception to this rule will be if the organization does not accept visa or if the purchase cost exceeds the cardholder’s spending level.  The exception should be noted on the Limited Check Request forms, Direct Payments, Purchase Requisitions, or Treasurer’s Vouchers.
II. PURPOSE

The purpose of this COSP is to outline procedures associated with the approved uses of ProCards.

The Senior Associate Vice Chancellor for Campus Operations has approved the following ProCard uses:    

A. Campus Operations purchases by Campus Operations departmental designees
1. Per the January 1, 2005 requirement by Financial Services, Campus Operations will allow ProCards to be issued for business use to process only the following purchases:

a. Registrations

b. Membership Dues

c. Certifications

d. Publications

e. Examination fees

f. Subscriptions**

**Note:        Subscription purchases should be mailed to a University business address and relevant to University business or programs.  Subscriptions must be purchased on an annual (12 month) basis.  You cannot prepay and process an annual subscription twice in the same fiscal year.

2. An exception to this rule will be if the organization does not accept visa or if the purchase cost exceeds the cardholder’s spending level.  The exception should be noted on the Direct Payments or Purchase Requisitions.
3. Other purchases require the prior approval of the Director, Resource Management for Campus Operations. 

4. ProCard upgrade for airlines, buses, and trains must be approved in advance by the Senior Associate Vice Chancellor for Campus Operations.
B. Utilities Services – Main Campus purchases by designated FS Purchasing Agent
Effective January 1, 2005, Utilities Services – Main Campus may use a ProCard to make purchases within specified limits for Utilities Services – Main Campus shops to expedite purchases for emergency needs and to streamline purchase process for purchases requiring a quick turnaround.   
C. Campus Recreation & Wellness purchases by designated Housekeeping Services Manager on behalf of Campus Recreation & Wellness
The designated Housekeeping Services Manager may use ProCard to make purchases approved in advance by Campus Recreation & Wellness. 
III. RESPONSIBILITIES

A. Campus Operations purchases by Campus Operations departmental designees
1. Campus Operations departmental designees have been approved to obtain a ProCard and serve as cardholders for indicated areas:

Cardholder
Responsible Area

Departmental designee 
Facilities Service Center

Departmental designee 
Building Services-Main Campus 

Grounds Services

Departmental designee 
Utilities Services-Main Campus

Departmental designee
Facilities Services-HSC

Departmental designee
Engineering & Architectural Services


Campus Operations

Risk Management

Housekeeping Services
2. Each cardholder is responsible for completing ECU ProCard Enrollment Form available at http://www.ecu.edu/cs-admin/purchasing/pcard/upload/PCard_App.pdf. Each cardholder will complete cardholder information on the Form.  Spending level is ECU-4 unless another spending level is requested and approved by the Senior Associate Vice Chancellor for Campus Operations.    

3. Cardholders must be permanent ECU Staff with their department head’s approval and are required to attend training session before being issued a card.  Each registered applicant will be responsible for registering for training via the ECU OneStop website at https://onestop.ecu.edu/onestop/ .  

4. Back-up Cardholders

If a cardholder is not in the office or if the cardholder has not been issued a card yet and a transaction for a registration, membership dues, certification, publication, examination fee, subscription must be processed prior to the return of the assigned cardholder, the department should contact another cardholder regarding the transaction.   The back-up cardholder may request the department to submit a Campus Operations Pro-Card Purchase Request Form.

5. Cardholders with MULTIPLE responsible areas:  

The cardholders with multiple responsible areas (Departmental designee for
Building Services-Main Campus / Grounds Services and Departmental designee for Engineering and Architectural Services/ Campus Operations / Risk Management / Housekeeping Services) may require responsible areas to submit a Campus Operations ProCard Purchase Request Form to request a ProCard purchase with order form, registration, etc.  (The Campus Operations ProCard Purchase Request Form will include a description of the purchase, organization or vendor contact information; account number and object code to charge the expense; the signature of the preparer and the Director, Assistant Director, or Manager authorizing the purchase request.) A completed Campus Operations ProCard Purchase Request Form will satisfy the explanation of the business purpose required to be submitted to Campus Operations for approval for payment.  The cardholder is also responsible for obtaining the sales slip, receipt, or packing slip from the responsible areas.   

6. Processing credits or refunds against ProCard

The cardholders must review the FOAPA originally charged to ensure that credits or refunds are appropriately processed against the same FOAPA as the original expense.  This effort will ensure that the credit or refund “cancels” the original expense in the appropriate FOAPA. 
B. Utilities Services – Main Campus purchases by designated FS Purchasing Agent
1. Designated FS Purchasing Agent has been approved to obtain a ProCard and serve as cardholder for purchases within specified limits for Utilities Services – Main Campus shops to expedite purchases for emergency needs and to streamline purchase process for purchases requiring a quick turnaround.   
2. The cardholder is responsible for completing ECU ProCard Enrollment Form available at http://www.ecu.edu/cs-admin/purchasing/pcard/upload/PCard_App.pdf.  The cardholder will complete cardholder information on the Form.  Spending level is ECU-5 unless another spending level is requested and approved by the Senior Associate Vice Chancellor for Campus Operations.    

3. Cardholder must be permanent ECU Staff with his/her department head’s approval and is required to attend a training session before being issued a card.  Each registered applicant will be responsible for registering for training via the ECU OneStop website at https://onestop.ecu.edu/onestop/ .  

4. The cardholder is NOT responsible for the following transactions for Utilities Services – Main Campus.  

a. Registrations

b. Membership Dues

c. Certifications

d. Publications

e. Examination fees

f. Subscriptions**

5. Processing credits or refunds against ProCard

The cardholder must review the FOAPA originally charged to ensure that credits or refunds are appropriately processed against the same FOAPA as the original expense.  This effort will ensure that the credit or refund “cancels” the original expense in the appropriate FOAPA. 
C. Campus Recreation & Wellness purchases by designated Housekeeping Services Manager on behalf of Campus Recreation & Wellness

1. Designated Housekeeping Services Manager has been approved to obtain a ProCard and serve as cardholder for purchases within specified limits for purchases approved in advance by Campus Recreation & Wellness.     

2. The cardholder is responsible for completing ECU ProCard Enrollment Form available at http://www.ecu.edu/cs-admin/purchasing/pcard/upload/PCard_App.pdf.   The cardholder will complete cardholder information on the Form.  Spending level is ECU-4 unless another spending level is requested and approved by the Senior Associate Vice Chancellor for Campus Operations.        

3. Cardholder must be permanent ECU Staff with his/her department head’s approval and is required to attend a training session before being issued a card.  Each registered applicant will be responsible for registering for training via the ECU OneStop website at https://onestop.ecu.edu/onestop/ .

4. The designated Housekeeping Services Manager shall review Campus Recreation & Wellness Departmental ProCard Procedures and Policy. 

5. Per the Campus Recreation & Wellness Departmental ProCard Procedures and Policies, the designated Housekeeping Services Manager is required to have signed approval by Campus Recreation & Wellness for each purchase BEFORE the ProCard purchase is made.     

6. Processing credits or refunds against ProCard

The cardholder must review the FOAPA originally charged to ensure that credits or refunds are appropriately processed against the same FOAPA as the original expense.  This effort will ensure that the credit or refund “cancels” the original expense in the appropriate FOAPA. 
D. Names of ProCard holders
The list of names of the departmental designees and designated FS Purchasing Agents approved to obtain a ProCard and serve as cardholders as specified above is maintained by Director, Resource Management, Campus Operations.   
IV. PROCEDURES

A. Approval for payment by Campus Operations for Campus Operations purchases by Campus Operations departmental designees

The processing of a ProCard billing statement will include the following steps for approval for payment by Campus Operations for approved types of transactions including Registration, Membership Dues, Certifications, Publications, Examination fees, and Subscriptions.     

1. Document an explanation of the business purpose for each ProCard purchase

a. Each cardholder shall prepare an explanation of the business purpose for each purchase on the sales slip, receipt, or packing slip. Attach receipts smaller than ½ page to a full sheet of paper per instructions included in the ECU Purchasing Card User’s Guide

http://www.ecu.edu/cs-admin/purchasing/pcard/upload/Purchasing_Card_Users_Guide.pdf .
b. For these smaller receipts simply include the explanation on the full sheet of paper.  If the cardholder does have room to include the business purpose on a larger receipt, attach a full sheet of paper with the explanation to the receipt.  

c. For cardholders with multiple responsible areas, the completed Campus Operations ProCard Purchase Request Form and sales slip, receipt, or packing slip is sufficient.  

2. Approval process for ProCard billing statements
a. Upon completion of the established reconciliation and approval process for ProCard billing statements, each reconciler shall forward the original ProCard billing statement with approval signatures and original sales slips, receipts, and packing slips with explanations of the business purpose for each purchase to Campus Operations, 1001 E 4th Street for review and approval.  Campus Operations shall forward the package to the Purchasing Card Manager, Materials Management, Building 141 - 200 E First Street, on behalf of the cardholder.

3. Notification of no transactions during ProCard billing cycle

a. Since the cardholder will not have a ProCard billing statement if no purchases were made, each cardholder shall email Campus Operations notifying that “No ProCard purchases were made during the month of _______” so that Campus Operations will not be expecting a statement and follow-up unnecessarily.

4. Changes associated regarding ProCards

a. Notify Campus Operations immediately regarding any changes in the status of the ProCard.
B. Approval for payment by Campus Operations for Utilities Services – Main Campus purchases by designated FS Purchasing Agent:

The processing of a ProCard billing statement will include the following steps for approval for payment by Campus Operations for approved types of transactions: Utilities Services – Main Campus purchases    

1. Document an explanation of the business purpose for each ProCard purchase

a. Each cardholder shall prepare an explanation of the business purpose for each purchase on the sales slip, receipt, or packing slip. Attach receipts smaller than ½ page to a full sheet of paper per instructions included in the “How to Guide” for Purchasing Card Reconciliation http://www.ecu.edu/purchasing/purcard/Home.htm.  For these smaller receipts simply include the explanation on the full sheet of paper.  If the cardholder does have room to include the business purpose on a larger receipt, attach a full sheet of paper with the explanation to the receipt.  

b. For cardholders with multiple responsible areas, the completed Campus Operations ProCard Purchase Request Form and sales slip, receipt, or packing slip is sufficient.  

2. Approval process for ProCard billing statements
a. Upon completion of the established reconciliation and approval process for ProCard billing statements, each cardholder shall forward the original ProCard billing statement with approval signatures and original sales slips, receipts, and packing slips with explanations of the business purpose for each purchase to Campus Operations, 1001 E 4th Street for review and approval.  Campus Operations shall forward the package to the Purchasing Card Manager, Materials Management, Building 141 - 200 E First Street, on behalf of the cardholder.

3. Notification of no transactions during ProCard billing cycle

a. Since the cardholder will not have a ProCard billing statement if no purchases were made, each cardholder shall email Campus Operations notifying that “No ProCard purchases were made during the month of _______” so that Campus Operations will not be expecting a statement and follow-up unnecessarily.

4. Exception to approval by Campus Operations

a. Steps IV.B.1-3 shall be required for a minimum of three months after the cardholder for Utilities Services – Main Campus begins serving as the cardholder.

b. The cardholder for Utilities Services – Main Campus may not discontinue following Steps IV.B.1-3 until notified by Campus Operations.  
c. After Campus Operations is satisfied that the cardholder for Utilities Services – Main Campus is appropriately documenting purchases within specified limits for Utilities Services-Main Campus shops, Campus Operations will notify Materials Management that the Campus Operations signature will no longer be required to process ProCard for Utilities Services – Main Campus purchases.  
d. Upon notification that the Campus Operations signature will no longer be required to process ProCard for Utilities Services – Main Campus purchases, the cardholder for Utilities Services – Main Campus will follow the established reconciliation and approval process for ProCard billing statements (IV.A.1.) and forward the original ProCard billing statement with approval signatures and original sales slips, receipts, and packing slips with explanations of the business purpose for each purchase to the Purchasing Card Manager, Materials Management, Building 141 - 200 E First Street.  

e. Campus Operations may at any time require the cardholder for Utilities Services – Main Campus to provide documentation of purchases for review and/or re-institute the requirement.    

5. Changes associated regarding ProCards

a. Notify Campus Operations immediately regarding any changes in the status of the ProCard.
C. Approval by Campus Operations for Campus Recreation & Wellness purchases by designated Housekeeping Services Manager on behalf of Campus Recreation & Wellness

1. The designated Housekeeping Services Manager shall follow the Campus Recreation & Wellness Departmental ProCard Procedures and Policies.  

2. The designated Housekeeping Services Manager shall have signed approval by Campus Recreation & Wellness for each purchase BEFORE the ProCard purchase is made. 
3. The designated Housekeeping Services Manager is not required to obtain his/her supervisor (Director, Housekeeping Services) approval prior to making a ProCard purchase.    

4. Documentation for each ProCard purchase

a. The designated Housekeeping Services Manager shall attach sales slip, receipt, or packing slip to the signed Requisition for Funds form.  The Requisition for Funds form is sufficient documentation for the business purpose for each ProCard purchase.  Attach receipts smaller than ½ page to a full sheet of paper per instructions included in the ECU Purchasing Card User’s Guide

http://www.ecu.edu/cs-admin/purchasing/pcard/upload/Purchasing_Card_Users_Guide.pdf .
5. Approval process for ProCard billing statements
a. Upon completion of the established reconciliation and approval process for ProCard billing statements, the designated Housekeeping Services Manager shall forward the original ProCard billing statement with approval signatures and original sales slips, receipts, and packing slips with signed Requisition for Funds form for each purchase to Campus Recreation & Wellness for review.  Campus Recreation & Wellness shall forward the package to the Purchasing Card Manager, Materials Management, Building 141 - 200 E First Street, on behalf of the designated Housekeeping Services Manager.

6. Notification of no transactions during ProCard billing cycle

a. Since the designated Housekeeping Services Manager will not have a ProCard billing statement if no purchases were made, the designated Housekeeping Services Manager shall notify Campus Recreation & Wellness that “No ProCard purchases were made during the month of _______” so that Campus Recreation & Wellness will not be expecting a statement and follow-up unnecessarily.

7. Exception to approval by Campus Operations

a. Campus Operations signature or approval is not required to process ProCard transactions for Campus Recreation & Wellness purchases funded by Campus Recreation & Wellness by the designated Housekeeping Services Manager. 

b. Campus Operations shall not review Campus Recreation & Wellness purchases on the ProCard by the designated Housekeeping Services Manager funded by Campus Recreation & Wellness.

c. Campus Operations may at any time require the designated Housekeeping Services Manager to provide documentation of Campus Recreation & Wellness purchases funded by Campus Recreation & Wellness for review and/or institute a review requirement by Campus Operations.

8. Changes associated regarding ProCards

a. Notify Campus Operations immediately regarding any changes in the status of the ProCard.
Campus Operations ProCard Expense Request Form

	Department
	     

	

	Prepared By
	     

	

	Approval Signature
	

	
	Director, Assistant Director, Associate Director, Manager


	

	Vender Name
	     

	

	Amount
	     

	

	FOAPA to Charge 
	     

	

	Explanation / Notes
	     

	


Necessary documentation should be attached for proper processing.

 FORMCHECKBOX 
 Registration
 FORMCHECKBOX 
 Membership Dues
 FORMCHECKBOX 
 Certification
 FORMCHECKBOX 
 Publication

 FORMCHECKBOX 
 Examination Fee
 FORMCHECKBOX 
 Subscription  Note: Subscription purchases should be mailed to a University business address and relevant to University business or programs.  Subscriptions must be purchased on an annual (12 month) basis.  You cannot prepay and process an annual subscription twice in the same fiscal year.
 FORMCHECKBOX 
 Other
If receipt / confirmation is sent to Department it MUST be sent to the Cardholder for documentation.

If Cardholder receives receipt / confirmation a copy will be forwarded to Department for documentation.
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