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OVERVIEW

The University of Washington Procurement Card (Procard) is available to
authorized University employees to make eligible purchases. The Procard is on
of many options available to departments, in addition to purchase orders, petty
cash payments, eProcurement, etc.

POLICY

The Procard is for official University business only. Use of the Procard for
personal purchases is strictly prohibited. The single transaction limit is generally
$2,000, but this limit can be lower if requested, or under certain circumstances.

Misuse of a Procard will result in cancellation of the card. Following are
examples of activities that will result in the cancellation of a Procard:

e Purchases made which are not authorized by the department
e Personal purchases
o Splitting charges to stay under the single transaction limit of $2,000

A Procard is issued to an authorized individual for their use in official
University business. Department cards are not available. University employees
are authorized by the department by completion of the Procard application form.
The form is routed through the Procurement Card Administrator in F&A, Box
358525, before it goes to the Procurement Card Office in Seattle.

In general, the Procard may be used for any type of business related purchase
with the exception of the following transactions:

o Travel expenses (airfare, car rental, lodging, per diem meals, etc)

e Purchases made at a jewelry store

e Purchases made at a furrier

o Transactions processed at a gambling establishment

o Transactions processed by a financial institution (ATM)

e Food purchases, unless the department has an approved Food Approval
Form, or unless the food is charged to a discretionary budget




Note that conference registrations are allowed on a Procard. Conference
registrations are allowable even if the registration fee is bundled with lodging or
meals. Additional options that are personal and must be purchased separately,
such as a golf tournament or a sight-seeing tour, may not be purchased using a
Procard.

Purchases made at any of the University Bookstore locations are eligible for a
10% discount when a Procard is used. If the cardholder does not receive the
discount, the sales clerk should be notified to take corrective action.

PROCEDURES

Requesting a Procard

Individuals who are interested in receiving a Procard must complete the Procard
application form. The form is routed through the Procurement Card
Administrator in F&A, Box 358525. After the application is processed, the
cardholder will receive the card generally within a week to ten days.

New cardholders are required to attend Procard training within thirty days of
receiving their card. The training schedule is available on the UWS Procurement
Card Office web site.

Making Purchases

Purchase may be made with a Procard online, in person or by calling the vendor.
The Procard is a unique type of VISA card, and has a three digit Cardholder
Verification Value (CVV2) number on the back of the card near the signature
line. The CVV2 number is occasionally asked for by a vendor.

Vendors may also occasionally ask for a customer code or a pin number because
their merchant bank requires one. If asked for this number, in general any
number will work, so the cardholder should use ten zero’s if this number is
requested.

Note that items purchased online or by telephone with a Procard must be
delivered to the Bothell campus. The only exception is for grant funded research
sites that are off campus. Purchase made with a Procard may not be delivered to
a cardholder’s personal address.

If a cardholder is asked by a vendor for an address, always use the address that
appears on the cardholder’s statement.

If a purchase is declined for any reason, JPMorganChase customer service
should be called at 1.800.270.7760.



Reconciling Purchases - Cardholder

The reconciliation process for Procard transactions is based upon a segregation
of duties. The cardholder must attain approval by their department in one way or
another for all transactions on their statement. The approval can take the form of
an online review of transactions or a manual signature on a transaction log.

The cardholder must sign in to the PaymentNet system (requires a UWNetID) to
review their transactions, and print their statement on a monthly basis. The
following is the first screen available in PaymentNet:
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Important Contact information:

JP Morgan Chase

Customer Service: (8000 270-7760

Fraud Departmert: (588) 307-2930

(Passwords are required when contacting JPMC about your account.)
uPs

Lael Hansen: (206) 214-2301 x7206; hansen@ups com
FedEx

Melz Peterson: (5007 448-9961 x0702; ncpetersoni@fede com

Customer Service: (500) Go-FedEx

Passkey Support: (500) 257-0109

Biling: (8007 622-1147, option *

Copyright® 1997 - 2005 J.P. Morgan Chase & Co. All rights resenved.
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The cardholder begins transaction reconciliation by viewing the Transaction
Listing screen, which is accessed by selecting the “PaymentNet” icon above on
the top left. The following Transaction List screen will then appear:
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First, the cardholder (identified as “reviewer” or “Rev” in PaymentNet)
validates that the purchase was received at the agreed upon price and enters
details of the purchase in the transaction note box. The cardholder will split the
budget for the purchase, if needed. To split the budget for the transaction, the
cardholder just selects the transaction by clicking anywhere on that line, and the
following screen will appear:
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To split the budget, the “Split” button above is selected, and the following
screen will appear:
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The cardholder can change the budget number (and distribution percentages or
dollars) by selecting “Edit Row” then making the necessary changes. When
done making changes, the cardholder selects “Save Split” which will take the
cardholder back to the Transaction List screen.

At the Transaction List screen the cardholder will need to determine whether the
“No Use Tax” box needs to be checked. In general, the No Use Tax box is
checked if sales tax was paid on the purchase. Many out-of-state and online
vendors do not collect sales tax at the time of purchase. For these transactions,
the No Use Tax is left unchecked, and sales tax is remitted to the state (and
charged to the budget number used for the Procard purchase) in lieu of sales tax.
The cardholder then checks the “Rev” (reviewer) box.

After the cardholder reviews all their transactions and checks all the “Rev”



boxes, the statement for the month should be printed. The statement is available
by selecting the “Electronic Statement & Payment” icon on the main sign-in
screen:
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Along with the statement, it is recommended that the cardholder complete the
Procard transaction log. The transaction log can be used by the department
approver in place of accessing PaymentNet to approve the purchases.

The original receipts, PaymentNet statement and transaction log (if used) are
then forwarded to the approver for their review.

Reconciling Purchases - Approver

If the approver wishes to use PaymentNet to approve the purchases, they would
access the system using the procedures above and click on the “Rec” box, which
indicates the particular charge is reconciled. The following graphic illustrates
the “Rec” box checked by an approver:
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When an item is approved, the approver is indicating that the charge is
appropriate for the budget number used, that the item will be used only in the
conduct of official UWB business, and that the supporting documentation
(original receipts) match the charges that appear on the PaymentNet statement.

If the department has another level of review, that additional person may sign in
to PaymentNet and check the “Rec II” box to indicate their approval. A second
approval is not required though.

If the cardholder uses the Procard transaction log, an approver can use this to
approve the transactions and would just sign the log indicating their approval.

Reconciling Purchases - F&A

The Procurement Card Administrator in F&A serves as the final review and
approval for all UWB Procard transactions. Each month the cardholder is
responsible for printing their statement, attaching the original backup (and
transaction log if used) and forwarding these to their approver. This must be
done with enough time to allow for the approver to review the transactions and
forward the paperwork to the Procurement Card Administrator for their review.
The final cutoff for the Procurement Card Administrator to receive the
statements varies each month, but is typically around the 5" to the 7™ of a month
for the previous month’s transactions.

The Procurement Card Administrator will review the statement and attached
receipts and call the cardholder if there are any questions.

The total charges on the statement are then paid by Payables Administration in
Seattle on approximately the 10™ of each month for the previous month’s
transactions.

FORMS

Procurement Card Application:
http://www.washington.edu/admin/procard/pdfs/procardapp.pdf




Procard Transaction Log:
https://my.uwb.edu/storage/???

ADDITIONAL INFORMATION

UW Procurement Card Application:
http://www.washington.edu/admin/procard/pdfs/procardapp.pdf

Procurement Card Training Manual:
https://www.washington.edu/admin/procard/manual/Training_Manual2003.pdf

UWS Procurement Card Office “Getting Started”:
http://www.washington.edu/admin/procard/gettingstarted.htm

CONTACT INFORMATION

JPMorganChase Customer Service — 1.800.270.7760
JPMorganChase Fraud Department — 1.888.307.2990
JPMorganChase Lost/Stolen Cards — 1.800.270.7760

UWB Procurement Card Administrator — 425.352.5235

UWS Procurement Card Help Line — 206.543.5252




