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SCSU P-CARD HIGHLIGHT SUMMARY
A. JP MorganChase – MasterCard

1. # of transactions allowed per day => 20

2. # of transactions allowed per billing cycle* => 100 

3. Single purchase limit => $999

4. Spending limit per billing cycle* - $10,000

* Billing cycle – 26th to 25th of each month

B. Tax Exemption Number

1. # appears on face of card and shall be provided to all vendors

2. Cardholder’s responsibility to dispute charge

C. Smart Data On-Line (SDOL)

1. Cardholders responsible for reviewing and reconciling monthly billing cycle statements

2. Cardholder must maintain proper receipts to support each transaction

3. Envelopes shall be provided for this purpose

D. P-Card Audits

1. First audit after three months or when sufficient activity

2. Thereafter, audited at least annually (or as required)

3. Three levels of violation – 8 points terminate the cardholder’s privileges

E. Purchases

1. Strongly encourage use of state contracted vendors (set-aside)

2. Refer to Approved purchases (page 11 of P-Card Manual)

3. Refer to Restricted purchases (page 12 of P-Card Manual)

F. Responsibilities of cardholder

1. Complete the P-Card application form, 

2. Complete the State Credit Card Policy and Purchasing Card Agreement Forms (copies of which shall be placed in the cardholder’s Personnel file)
3. Maintain proper supporting documentation (receipts) in an organized fashion

4. Reconcile transactions each billing cycle

and, most importantly

5. Abide the University’s P-Card  policy

