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ProCard Cardholder

transactions on behalf of others in the department, but the cardholder is responsible for all
use of his/her card.

Cardholder responsibilities also include the following:

Awareness of the rules and guidelines applicable to each FOAP that you are using.

Allocate and submit expense reports electronically in Chrome River within 30 days of
the posted date of the transactions.

Review the cardholder’s tfransactions and receipts to ensure they follow ProCard
policies and procedures.

Review to be sure all receipts are itemized with pricing for every transaction.

Notify the ProCard Office of any employment changes, ‘

including a leave of absence , department fransfers and
resignations/retirements.




ProCard Delegate
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e  Awareness of the rules and guidelines applicable to each FOAP that you are using.

e Allocate and approve transactions electronically in Chrome River within 30 days of the posted
date.

*  Review the cardholder’s transactions and receipts to ensure they follow ProCard policies and
procedures.

* Review to be sure all receipts are itemized with pricing for every transaction.

*  Report any unusual cardholder spending or discrepancies to the ProCard Manager to investigate.
e Assist cardholder with correcting issues, then approve the expense report in Chrome River.

*  Notify the ProCard Office of any employment changes, including a leave of absence, department
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transfers and resignations/retirements.




ProCard Administrator

* Enforce ProCard policies and procedures and provide updates as needed.

* Review transactions and receipts for compliance with State Purchasing and ECU ProCard rules
and regulations.

*  Audit for completeness and adequacy of receipts and documentation.

*  Provide support and assistance and act as bank liaison for cardholders, delegates and approvers.

*  Cancel cards or suspend cards to enforce policy.

*  Process new and replacement cards.

*  Make the monthly payment to Bank of America.

*  Maintain access privileges for Works.

*  Provide ProCard training to the University.
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ProCard Software

processes. Chrome River will replace the Online Travel system and the ProCard reconciliation
process in WORKS.

WORKS

Works is a web-based, user-friendly electronic card payment management service. Access to Works
will be available to all cardholders and requested by departmental approvers as needed. The only role
open in Works will be the auditor role. The Auditor role allows the user to view data for their scope

of authority and export company reports as needed. Works will specifically be a research tool.
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Annual Review

security and appropriate oversight of the ProCard Program.




Beverages

organizations to be given away at events or activities, sampled, or distributed on ECU
property. With the exclusivity contract, Pepsi is the official soft drink of East Carolina

University so Pepsi products should be the only beverages purchased with the
ProCard.




Billing Address

The general billing addresses that we use are:
e East Campus — 1000 East 5th Street, Greenville, NC 27858

¢ West Campus — 600 Moye Blvd, Greenville, NC 27834




Spending Limits

ECU-5 $5,000 $10,000 $25,000

Three primary spending levels: ECU-3, ECU-4 & ECU-5

Three spending classes: P, E & T

P — PORT only transactions

E — any non-travel transaction
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T — all transactions including travel



Card Limitations

card or card number to another person or using someone else's card may result in disciplinary action
including but not limited to revocation of ProCard privileges and/or termination of employment.
You may, when necessary, have someone else pick up the items from the vendor; however, this

person is not authorized to sign the credit card sales slip.

All purchases must follow University and ProCard policies and procedures and must strictly adhere
to the funding authorities’ policies. Some funds are more restrictive and may not allow certain
purchases. State funds are very restrictive. Please refer to the University Budget Office for
allowances. Purchases from Grant funds must adhere to all Contracts, Grants, and other agency
guidelines. The same is true for Special funds and Foundation funds. The fuzi authority form in
y ECU
®

your department will show guidelines on purchases. The ProCard is I

strictly for University business. Purchases must be for the use and

benefit of the University.



Card Declined?

— Monthly limit?

* Invalid information
— was all information entered correctly?
* 'Travel Purchases — does card holder have travel upgrade?
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* Contact the ProCard Office for help

— After business hours, contact Bank of America




Card Security

Per PCI Security Standards, a credit card number should never be emailed. Email is NOT a secure
method to send or receive credit card information. This is true whether you type the card
information in the body of the email, or it is included in an attachment. Bank of America credit card
statements do show your full credit card number near the bottom of the page, so the statement
should not be sent via email without redacting the credit card number. A vendor should never

request that your credit card information be emailed to them.

Should your card be stolen by anyone, please contact the appropriate police department immediately.

Afterwards, you will want to contact the ProCard Office so that your card can be suspended.
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Lost or Stolen Cards

* Review transactions carefully
— notity ProCard staff if there are any fraudulent charges

— disputes must be submitted within 30 days of the transaction date




Compliance

as € etermlmng actor to

allow the department to provide an explanation, which may be used
whether card privileges continue or not. ECU Financial Services has the right to exercise appropriate
action as deemed necessary. Intentional misuse or abuse of the ProCard may result in the immediate

revocation of privileges and may be cause for disciplinary action up to and including termination of

employment.
The ProCard Office violation policy is as follows...
15t violation — Email to Cardholder and supervisor (12-month penalty clock starts)

27d violation — Email to Cardholder and supervisor, cc: Disbursements Manager and Controller,
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Manager, Internal Audit, and Human Resources, card suspension of onc (1) month.

Suspension of seven (7) days.

3t violation — Email to Cardholder and supervisor, Disbursements




Contracts



http://www.doa.state.nc.us/PandC
http://www.ecu.edu/purchasing

Delinquent Expense Reports




Disputed Transaction

outcome from the vendor, contact the ProCard Office to begin the dispute process. The ProCard
Office will then instruct the cardholder on how to file the dispute with the bank. The bank will
research the discrepancy and credit will be issued if, in fact, the charge is not valid. Research by the
bank usually takes 3-4 weeks. If a credit is issued, it will not occur until the investigation is

completed. You will need to notify the ProCard Office if any update to the situation has occurred.
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Documentation

Vendor Description of item(s) and quantity
Unit price Tax, shipping, or freight Total transaction amount

Packing slips are accepted only if they include all the above details. If a vendor’s invoice/receipt only
lists a part number, the cardholder is responsible for including descriptive information and/or writing
a brief description beside the part number so that anyone reviewing the documentation will know

what it was the cardholder purchased.
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Documentation

were derived. Documentation for airline, bus, or train tickets need to include a travel itinerary with

traveler’s name, cost of ticket, and dates of travel.




Documentation Provided

Office.




Employee Suspension/Termination




Foundation Funds




Gift Card Purchases



https://www2.ecu.edu/MaterialsManagement/Authorization-for-Gift-Cards-Incentives-and-Prizes.pdf
https://www2.ecu.edu/MaterialsManagement/Authorization-for-Gift-Cards-Incentives-and-Prizes.pdf

International Transaction Fee




Payments

Third-Party Company

A third-party purchase is when payment to a vendor is processed via an online credit processing
company such as PAYPAL, Verisign, Authorizenet, Paymybill.com, etc. Cardholders are not
restricted from using third-party services but are responsible for making sure the business is
legitimate and that any internet sites are secure. Cardholders are required to submit the confirmation
of payment from the third-party vendor as well as submit documentation about the order from the

original vendor. The order information from the original vendor must match the payment
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information from the third-party vendor.




Personal Expense

Unintentional use as determined by the ProCard Manager will be handled on a case-by-case basis.

Repeated offenses, unintentional or otherwise, is cause for card cancellation (see Compliance for
ProCard Violation Policy).

If a personal expense inadvertently occurs, the personal transaction should be assigned in Chrome
River. Once the ProCard Office sees the transaction in the ProCard FOAP (140299-230606-12451-
0000), the expense owner will receive an emailed invoice with the link to the ProCard U-Store for
payment. If payment is not received on the due date, the ProCard will be suspended. ProCard
reimbursements should not be collected in the department. ProCard personal expenses will not

reflect in the departmental budget. The personal ProCard transaction will be tracked as a receivable

in FOAP 140299-230606-12451-0000. I‘\
ECU




Personal Expense

Select the expense type
Enter Amount, Description, Required Info

Use FUND/ORGN/PROG to 140299-230606-0000
Add Attachments

Click Save

0 N S U




Consumable Items

may work as well. If a charge for these items posts to your account to inappropriate funds (such as
State/Grant funds), it will require a correction by Banner inter-departmental transfer. Grocety store
purchases of drinks, cookies, trays (deli, fruit, cheese, and vegetable) and cakes for certain official
events are allowed, as well as group meals from restaurants and caterers if approved by the funding
source. Meals that are included in a basic conference registration fee or approved event are allowed
on the ProCard; if a meal is included with the registration fee or approved event, you may not request

per diem with a travel reimbursement.

Each time you purchase any consumable item, you must attach a fund-approved detailed business
purpose with your itemized invoice/receipt, regardless of the source of funds. Please send agenda,

event flyers, meeting announcements, and attendee lists (except for mino

When planning an event, you will need to keep in mind that all beverage & }
milk, must be brands distributed by Pepsi. This includes all juices, energy e.é/'
bottled water.



Reconciliation

days of the post date. A quick guide with instructions on a ProCard expense report can be found at
Expense-ProCard quick guide.

Lines of credit will be automatically restored on the 16% of each month.
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https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/QG-Expense-ProCard.docx

Records Retention

All discarded ProCard documentation must be destroyed by shredding to protect sensitive

information.




Returns, Damaged Goods, Credits

DO NOT accept checks, cash or cash equivalents (i.e. gift cards) for any returns.

AECU




Splitting Transactions

bl 2 O O O

a split transaction. This includes having several cardholders within a department pay for a portion of
an order. If you have a purchase that is higher than your limit, please contact the ProCard Office at

procard@ecu.edu.

®ECU



mailto:procard@ecu.edu

Suspension or Cancelled ProCards

Noncompliance with State contracts and/or Purchasing policies and procedutes
Delinquent or incomplete expense reports

Unauthorized expenses or use of card

Travel violations

A card is determined to be of no use to the cardholder

Using someone else’s card, allowing others to use your card, and failing to secure your card are not

allowed and may be cause for card cancellation.
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Tax Exempt Status

time of purchase

* If tax 1s charged, it 1s the cardholder’s responsibility to obtain a

credit from the vendor to his/her ProCard

* Vendors with special tax-exempt account numbers:

_ Lowes 059800021 %\;! E C[J

— Office Depot 39120714
— Walmart 1003978




Technology Purchase

attached in Chrome River. The form can be found on the PORT home page.
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Travel Related Expenses

be handled through the proper Travel Reimbursement procedure. Participation in the travel upgrade
is by application only and must be approved by the cardholder’s Department Head. This program is
for staff/faculty that travel for ECU business purposes and for staff/faculty that are responsible for
arranging travel for other ECU employees on a frequent basis. If your department has staff/faculty
members that rarely travel, a cardholder should be designated to make payments on behalf of others.

DO NOT request reimbursement through the travel reimbursement process for any expenses that

were charged to your ProCard. Note on the expense report that it was paid via ProCard. A travel pre-

approval must be completed prior to incurring any expenses related to that travel.
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Travel Related Expenses

confirmations printed from the Internet.

Meals

Meals cannot be paid with the ProCard unless included in the registration fee or if combined with an

approved event. Optional, non-business related; meals that are added to registrations must be paid

with personal funds. If fund-approved, you may request reimbursement through the travel

reimbursement process. Otherwise, you may receive per diem.

Lodging

The ProCard may be used by the named cardholder to pay for lodgin

business-needed Internet and parking, for travelers on approved ECU b

luding occupancy tax,

If a cardholder books lodging for another traveler, the cardholder w t
knows that the traveler will not have the credit card when they check in/out. The cardholder may

be required to complete a 3rd party reservation form with the hotel. Alert the hotel that only
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Travel Related Expenses

DOOKS loaging tor anotner travelet,
knows that the traveler will not have the credit card when they check in/out. The cardholder may
be required to complete a 3rd party reservation form with the hotel. Alert the hotel that only

lodging expenses, business-needed Internet and parking; if required at the hotel, are allowed.

Lodging accommodations that are with a 3rd party (any lodging that is not a hotel/motel) must
have prior approval in addition to the ProCard approvals. A 3rd Party Lodging Form must be
completed and approved prior to booking and attached to any expense report that reflects the

lodging  charge. The form, as well as detaills can be found here:

https://purchasing.ecu.edu/forms/. Non- business (personal) expenses such as, but not limited
to, incidentals, movies, personal laundry, personal phone calls, e n_service, alcohol, trip
protection/ insurance, choice seat fees, early check-in or expenses f!E Es be

handled on your personal credit card and NOT an ECU ProCard. \\(\E/}’ t es

tax, not occupancy tax. For each lodging transaction, the documentation should include the

tollowing: receipt (itemized and showing dates), agenda or itinerary, and business purpose.

®


https://purchasing.ecu.edu/forms/

Travel Related Expenses

air, bus, train fare, if you are extending your business trip to include vacation time, you MUST obtain
two quotes: One showing how much your ticket would be if you only go for the required days and
another showing how much the ticket is with your extra days. YOU MAY ONLY PAY ON THE
PROCARD IF THE TICKET IS THE SAME AMOUNT ORLESS. The “Combined Business
and Personal Travel Memo” must also be completed, and that form can be found at

https://financialservices.ecu.edu/travel-office. The completed form should be submitted to the

ProCard Office with the receipt, as well as the Travel Office with the travel request. The

documentation proving the comparison should be sent as backup to the transaction. The ECU ProCard

cannot be used to purchase fuel for a personal vehicle. If necessary, the employee should submit a travel request to

AECU

receive reimbursement for mileage.



https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/Combined-Business-and-Personal-Travel-Memo.pdf

Travel Related Expenses

to your ProCard. Note on the TRA that it was paid using the ProCard. NO insurance or trip
protection allowed. NO choice or upgrade seat fees allowed without a medical reason that is
documented and approved by an ADA coordinator. Contact the Department for Disability Support
Services. If the airline tries to get you to select a seat for a fee, skip over the selection process and the
airline will automatically select one for you. One personal bag each way is allowed. Documented
business purpose is required for mote than one bag. Cardholders and/or Approvers ate responsible

for making sure transportation is coded to the correct object code during the allocation period.
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Travel Related Expenses

https://parking.ecu.edu/enterprise-rentals/; or contact by e-mail: Parking and Traffic
PARKING@ecu.edu; ot by phone: 328-6294. They have an instructional PowerPoint available on

the new rental car process.

Rental vehicles are allowed in some situations and do require pre-travel approval within ECU’s Travel
System. Information about rental vehicles can be found at https://parking.ecu.edu/enterprise-

rentals/ and in the ECU Travel Manual. Information about fuel for rental vehicles can be found at

https://parking.ecu.edu/enterprise-rentals/ and in the ECU Travel Manual. When putchasing fuel,

the cardholder should include the approved travel request and the rental car reservation confirmation

with their expense report documentation.



https://parking.ecu.edu/enterprise-rentals/
https://parking.ecu.edu/enterprise-rentals/
https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/Travel-Procedures-Manual.pdf
https://parking.ecu.edu/enterprise-rentals/
https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2018/05/Travel-Procedures-Manual.pdf

Travel Violations

notification of the violation with a copy sent to their supervisor. Second violations will be copied to
the department head’s attention. Third violations will be subject to cancellation of card privileges.
Intentional abuse of the card will be grounds for immediate cancellation of card privileges and

possible termination of employment as stated in the card use agreement.
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Vendors

older is responsible for purchases made tha
commit the University and is therefore responsible for determining the legitimacy of the purchase

and the selection of the vendor.

e If the vendor is not on state contract and is not a current ECU Vendor, the cardholder is required
to check the NC Debarred vendors and the Federal Debarred list before purchasing any items.
The NC Debarred Vendor list can be found at NC Debarred Vendors.
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https://ncadmin.nc.gov/documents/nc-debarred-vendors
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Sample Purchases Allowed

Interlibrary Loans

Accreditation fees

Postage and stamps / Exptess shipping & freight (small quantities)
Advertising

Certifications and examination fees

Software (must be approved by ITCS — Complete ProCard Technology Form in Port)
Maintenance contract / agreement payments with initial contract approval by Materials
Management on file.

Travel expenses including ait/bus/train fare, shuttles/taxis, rental vehicles, parking, lodging.
Catering/Group meals, which have a legit fund-approved business putpose. Must include
itemized receipt, agenda/flier/meeting announcement and list of atten

dees.
Student group functions including travel, events and Z
group meals I \ E‘ ‘ '
®




Unauthorized Purchases

employees (Vendor must have a FEIN number
versus an SSN)

NO trip protection/insutrance, seat
charges/upgrades, early check-in

NO tours, additional functions, events, banquets,
etc. without documented fund-approved business
purpose.

NO personal per diem meals (i.e. meals while in
travel status).

NO cash advances

NO donations / contributions

NO gift cards, incentives or prize purchases without
prior approval per the “Gift Cards, Incentives and
Prize Purchases” procedure found at
http://www.ecu.edu/purchasing/

NO payments for traffic violations or fines.
NO payments that involve making changes to
facilities

NO beverages other than Coca-Cola products in

small quantities. (Coke has the exclusive rights on
campus.)

NO drone setvices / payments

7}



http://www.ecu.edu/purchasing/

ProCard Website

ProCard Application
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https://financialservices.ecu.edu/procard/
https://financialservices.ecu.edu/wp-content/pv-uploads/sites/86/2019/05/ProCard-Application.pdf

trammg.|

ANECU



	Slide 1: ProCard Training
	Slide 2: ProCard Staff
	Slide 3: ProCard Cardholder
	Slide 4: ProCard Delegate
	Slide 5: ProCard Administrator
	Slide 6: ProCard Software
	Slide 7: Annual Review
	Slide 8: Beverages
	Slide 9: Billing Address
	Slide 10: Spending Limits
	Slide 11: Card Limitations
	Slide 12: Card Declined?
	Slide 13: Card Security
	Slide 14: Card Security
	Slide 15: Lost or Stolen Cards
	Slide 16: Compliance
	Slide 17: Contracts
	Slide 18: Delinquent Expense Reports
	Slide 19: Disputed Transaction
	Slide 20: Documentation
	Slide 21: Documentation
	Slide 22: Documentation Provided
	Slide 23: Employee Suspension/Termination
	Slide 24: Foundation Funds
	Slide 25: Gift Card Purchases
	Slide 26: International Transaction Fee
	Slide 27: Payments
	Slide 28: Personal Expense
	Slide 29: Personal Expense
	Slide 30: Consumable Items
	Slide 31: Reconciliation
	Slide 32: Records Retention
	Slide 33: Returns, Damaged Goods, Credits
	Slide 34: Splitting Transactions
	Slide 35: Suspension or Cancelled ProCards
	Slide 36: Tax Exempt Status
	Slide 37: Technology Purchase
	Slide 38: Travel Related Expenses
	Slide 39: Travel Related Expenses
	Slide 40: Travel Related Expenses
	Slide 41: Travel Related Expenses
	Slide 42: Travel Related Expenses
	Slide 43: Travel Related Expenses
	Slide 44: Travel Violations
	Slide 45: Vendors
	Slide 46: Sample Purchases Allowed
	Slide 47: Unauthorized Purchases
	Slide 48: ProCard Website
	Slide 49: Thank you for taking training!

