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Procurement Card Policies & Procedures: Cardholder

Procedures for the Cardholder

Read the Rules and Regulations for the UW Procurement Card Program (http:www.washington.edu/admin/procard).  
All new cardholders MUST attend the Cardholder’s Training Class.

Prior to making a purchase with the procurement card, complete a CHDD Procurement Card form and obtain an approval signature from the person incharge of your project.  Any transaction over $200.00 must also be pre-approved by Christene James, CHDD Administrator (by signature or email approval).
After approval is received cardholder may order the item.  Cardholders should not give out their card numbers to other employees.  Each cardholder is responsible to make all purchases themselves and to verify the items are received.  
Once the purchase has been made enter the information on the UW – Purchasing Card Program Transaction Log.  Retain copies of all receipts and packing slips (signed that the item has been received).   Each CHDD Procurement card form must be signed and dated that you have reviewed the items online and attach all receipts and packing slips.
Monitor your account on the PaymentNet website weekly.  Review the budget number information, the object codes and tax information.  A check mark should be entered into the “No Use Tax” box if taxes have been applied.  This box should be left blank if sales tax needs to be collected on the transaction.  The “notes” box should be completed indicating what was bought and if appropriate, for which project.  Check the “Rev” box and “Save”.

At the end of each week, print out the electronic, PaymentNet Transaction List and attach it to the UW – Purchasing Card Program Transaction Log along with the individual CHDD Procurement Card form with receipts and packing slips.  Retain copies for your files and submit the originals to the CHDD Budget Office for reconciliation.

At the end of each month, review the JPMorgan Procurement card statement and print one copy.  Review your entire statement for the month and sign and date the statement as well as the individual orders.  This signed and dated statement should also be submitted to the budget office along with the weekly paperwork.

