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Scope

This policy sets forth general principles and guidelines concerning the application for and usage of the UNH P-Card (P-card).

Reason for Policy 
This policy supports the use of the P-card for appropriate business transactions, while assuring that the appropriate internal controls are in place to minimize the University’s risk of financial loss. 
Policy Sections

5703.1 Business Needs

To better provide customer service to our internal customers, and to streamline purchasing for single items (under $500.00, exclusive of Authorized Travel Accommodations; see 5703.3.1, below) for the exclusive benefit of UNH. In conjunction with UNH Financial Managers/Supervisors, the Purchasing Department will decide which faculty and staff members should have a P-card. The Financial Manager is responsible for compliance to all purchasing policies by the recipients of all of the P-Cards issued within his/her department. The cardholders should be individuals who perform departmental ordering on a frequent basis. Authorized use of the P-Card is limited to the person in whose name the card is issued

5703.2 Application Request 
The future cardholder shall enter the required information in the upper portion of the UNH P-Card Employee Agreement form attached to this policy, and forward to their Financial Manager or Supervisor after signing the agreement.
For security and fund management reasons, the Purchasing Department and Financial Manager/Supervisor will conduct an analysis of monthly departmental expenditures to determine the proper card limit, by reviewing information such as Financial Reports, PO spending history, and or departmental procurement.  Once this is analyzed, the P-Card transaction limits and monthly limit (not to exceed $5,000.00) should be requested according to this analysis.  The maximum Transaction Limit shall not exceed $1,000.00.  

The Financial Manager/Supervisor shall sign and forward the original UNH P-Card Employee Agreement to the Purchasing Department for processing.
Department personnel involved with procuring goods and services as well as those approving payments shall attend a training session conducted by the Purchasing Department.  At the conclusion of this training session the P-card shall be issued to the individual card holder.
5703.3 Acceptable Use of UNH P-Card

Cardholders may directly contact vendors that accept P-Cards to purchase goods and services with a limit up to $1,000 per transaction [including transportation costs and sales or use tax (if any)].
The P-Card is for university related purchasing purposes only.  Personal use is not allowed under any circumstances. The pre-set transaction ceiling shall not be circumvented by "splitting" orders (i.e., placing more than one order in an attempt to purchase goods or services valued over the pre-set transaction limit).
If ordering over the Internet, be sure the vendor’s site is encrypted or protected by a SSL (Secure Sockets Layer) version 2 or greater. To ensure the vendor has a SSL, the address window must start with https://. 
Purchases related to air travel, accommodations, car rental, oil/gas, and restaurants are automatically blocked on the P-Card. These blocks may be lifted if requested and justified by the Financial Manager/Supervisor.  The P-Card cannot be used to purchase gas for personal vehicles under any circumstances.
5703.3.1 Air and Mass Transit Purchases

All travel expenses must be in accordance with UNH’s Travel Policies.

Note: If authorized, the P-Card may be used to purchase airline and rail tickets. Cardholders may purchase tickets in a value up to their authorized spending limit per transaction. If a ticket needs to be purchased in a value above the transaction limit, contact the Program Administrator and request a temporary increase of the transaction limit to accommodate the transaction. 

There are situations where two or more employees travel on the same itinerary. In that circumstance, each ticket is regarded as an individual transaction, not the total amount of all the tickets. 

Example 1: You are purchasing three tickets, each valued at $1,000. These may be purchased and will be regarded as three separate $1,000 transactions (not a $3,000 split order). 

Example 2: You are purchasing three $1,100 tickets. If these are processed in the following manner, $1,000, $1,000, $1,000 and $300, this would be regarded as a violation of authorized business practices because the $1,100 transaction was split and exceeded the $1,000 delegated spending ceiling. 

If a charge exceeds the cardholder’s P-Card limit, the cardholder must contact the Program Administrator to ask that the limit be temporarily increased. 

The cardholder must secure a paper copy, facsimile, or e-mail notice of each itinerary reflecting all charges associated with the authorized travel to submit with their monthly statement reconciliation. 

NOTE: Before making air fare purchases with the P-Card for someone other than the cardholder, please make certain that the traveler does not have to present the P-Card at the time the boarding pass is issued. These policies change frequently and are different depending on what airline carrier is used. 

5703.4 Monthly Account Reconciliations 

On a monthly basis, each cardholder shall electronically reconcile their P-Card Statement via the JPM Chase Smart Data Online system, by confirming the proper SpeedKey and Account for each transaction as demonstrated during initial training.  

Financial Managers/Supervisors (if required) shall approve each reconciled statement for each of their cardholders via the Smart Data Online system.

UNH P-card monthly billing cut off date is the 5th of each month. Cardholders will not receive a hard copy of the statement, and are required to go on-line to http://sdol.jpmorganchase.com  to obtain statement information. The on-line service is available at all times and will provide the cardholder with a valuable tool in facilitating timely reconciliations and accurate record maintenance. (A printed copy of the Reconciled Statement, along with all supporting invoices and other documentation must be submitted to the Purchasing Department Office by the 28th of the each month).
5703.4.1 Transaction Log

It is strongly recommended that each transaction to be tracked by using a manual or electronic log such as an excel spreadsheet. Minimally, the log should show the cardholder’s name and department, item(s) purchased, price, vendor, date of the purchase and appropriate SpeedKey and Account Number.
5703.4.2 Reconciling Purchases

Prior to the dates reflected above, each cardholder shall access their monthly statement and compare it with their transaction records, to assure the charges are accurately listed. 

If a purchase does not appear on the Statement, retain your invoices and documentation. Maintain this documentation so it can be used when reconciling a subsequent statement. 

If the payment is being distributed to multiple SpeedKeys and Accounts, enter the SpeedKey and account codes in the on-line statement for each transaction. 

If an incorrect charge appears on your statement, it should be treated like any other purchase for reconciliation purposes since all charges appearing on the Statement must be paid. Highlight this item on your printed statement and follow the appropriate procedures for Disputed Items. 

5703.4.3 Reconciling Credits

Compare the credit documentation provided by the vendor to the information contained in your on-line statement to assure credits are accurately reflected. Include all credit documentation with the Statement when forwarding it to the Purchasing Department. 

If a credit does not appear in your on-line statement retain this documentation so it can be used when reconciling a subsequent statement. 

If the credit is being distributed to multiple SpeedKeys and Accounts, enter the SpeedKey and Account codes in the on-line statement for each transaction. 

5703.4.4 Returns, Credits and Disputed Items

If an item needs to be returned for any reason, the cardholder must discuss the method of return with the vendor/supplier before returning the item for a credit. 

NOTE: Accepting a store credit for returned items or mischarges is not an authorized practice. A charge back/credit issued to the P-Card card originally used is the only authorized practice for processing credits and or returns. 

The vendor/supplier must submit documentation of the return (i.e., credit receipt). Keep this documentation with your Transaction Log for reconciliation purposes. 

In most cases, disputes can be resolved directly between the cardholder and the vendor/supplier. If the cardholder and the vendor/supplier cannot resolve the issue, a dispute can be opened by the cardholder using the JPMC Procedures outlined in your Cardholders User’s Guide, distributed during initial training, or by contacting the Program Administrator. If needed, at any point in the process, the Program Administrator can assist with the investigation and assist in the resolution. If necessary, JPMC will issue a temporary credit pending final resolution. 

5703.4.5 Statement Certification

Once the cardholder has reconciled his/her statement, if required, his/her Financial Manager/Supervisor must also review and electronically approve each statement

Once both have approved the statement, the cardholder shall print and sign a copy of his/her statement and forward it and all original receipts and documentation to the Purchasing Department no later than the 28th of each month.

NOTE: If, on rare occasions, the cardholder is unavailable for several days, it is permissible to have another person that is familiar with the purchases sign the form. Attach a note of explanation when someone else signs for the cardholder. 

NOTE: If a statement has not been reconciled and certified by the dates reflected above, all charges on the P-Card Statement will be posted to the default SpeedKey and Account code as indicated on the P-Card Employee Agreement form. Failure to reconcile may result in card privileges being revoked. Additionally, if an invalid SpeedKey and/or account is submitted, charges will be posted to the default codes. 
5703.5 Misuse and Implications

The P-Card is not to be used where purchasing is restricted as set forth in this or any other University Policy. It shall not be used for capital purchases, and shall not be used for computer hardware and/or software.  

P-Cards shall not be shared - only the person whose name is on the card is allowed to use the card. This does not preclude a cardholder from placing an order with a supplier and having it shipped to or picked up by another individual.
Cardholders shall not authorize a charge in excess of the per transaction limit established for that card, whether by splitting the invoice, encouraging the vendor to circumvent the Credit Card Company denial, or any other means.  

Failure to follow this policy will result in the immediate suspension of card usage. The length of each suspension shall be determined by the Program Administrator, based on the severity of the violation(s) of these policy requirements.  Failure to reconcile may also result in card privileges being revoked.  Repeat offenses may result in permanent revocation.  In severe circumstances other disciplinary actions, up to and including termination of employment may result.

Prior to the reinstatement of any suspended P-card, the individual cardholder and his/her Financial Manger/Supervisor shall meet with the Program Administrator to discuss and implement a utilization review of all card activities for an agreed upon duration.

5703.6 Card Cancellation

Upon termination of employment of a cardholder, or in the event that any cardholder is no longer in need of a P-card, the Financial Manager/Supervisor shall collect the individual’s P-card and immediately contact the Program Administrator to cancel the card.  Cancelled cards shall be forwarded to the Program Administrator for disposal.
In the event that a cardholder’s account has been suspended, the card shall be forwarded to the Purchasing Department by the Financial Manager/Supervisor until such time that it is deemed appropriate to re-activate such accounts.

5703.7 Annual Spending Analysis

Each Financial Manager/Supervisor shall review each of his/her department cardholders’ spending activity at least annually. 

If it is determined that the cardholder’s spending activity has changed a revised UNH P-Card Employee Agreement authorization request should be submitted to the Program Administrator for any required changes

5703.8 Security

Authorized use of the P-Card is limited to the person that the card has been issued to. This does not preclude a cardholder from placing an order with a supplier and having it shipped to or picked up by another individual. In the event of an extended absence by the cardholder, a card may be issued to another person for the duration of the absence. Also, the Financial Manager/Supervisor should consider canceling the card if a person is going to be on extended leave. A new card may be issued when said employee returns to UNH.
The P-card shall be kept in a secure location. The account number on the P-card shall not be posted or left in a conspicuous place, and should be safeguarded as you would your own personal credit cards. 
If a P-Card is lost, stolen or otherwise compromised, the cardholder will immediately notify their Financial Manager/Supervisor and the Purchasing Department.  This account shall immediately be suspended and a replacement card shall be requested from JPMC

NOTE: The Department is financially responsible for lost or stolen cards until it has been reported. 
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Card Account Number

Social Security Number:* X X X - X X - * Used for Security Purposes Only

Date of Birth:  * / / Mother's Maiden Name:  *

or Password

University of New Haven

300 Boston Post Road Credit Limit:

City: West Haven Authorizations per Day:

State: Zip Code: 06516 Single Purchase Limit (NTE $1,000.00)

Telephone: Transactions per Billing Cycle:

E-mail Address: Default Speed Key:

Default Account Code:

Requestor Signature: Date:

Financial Manager / Supervisor Signature:

Date:

Date Request Received: Date Card Received: Date User Trained and Card Issued:

Date Forwarded to JPMC: Cardholder's Signature

when card received:

c

 

It is required that I review and approve this requestor's transactions and supporting documentation for each billing 

transaction cycle.

5.  I agree to return the P-card immediately upon request or termination of employment.   Should there be any 

organizational change which causes my accounting information to likewise change, I also agree to return my P-card 

and request a new one, if appropriate.

6.  If the P-card is lost or stolen, or otherwise compromised, I agree to notify the P-Card Administrator and JPM 

Chase as soon as possible.

I hereby certify that I have examined the requestor's duties and  agree with the above requested limits.



3.  I agree to use the P-card for approved purchases only and agree not to make personal purchases.  I understand 

that UNH will review the use if this card and the related management reports and take appropriate actions on any 

discrepancies.

4.  I will follow the established policies and procedures for the use of the P-card.  Failure to do so may result in either 

revocation of my privileges or other disciplinary actions, including termination of employment

Address 2:

CT

Card Restrictions

Business Justification for Card:

Business Office Use Only

University of New Haven

UNH P-card  Employee Agreement

Name:

Address 1:

I hereby request a UNH P-card.  As a Cardholder I agree to comply with the following terms and conditions:

1.  I understand that I am being entrusted with a valuable purchasing tool and will be making financial commitments 

on behalf of UNH and will strive to obtain the best value for UNH.

2.  I understand the UNH is liable to JPM Chase for all charges made on the P-card.
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