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1. PURPOSE 
 This document outlines the responsibilities and 
procedures related to using the University of 
Houston-Downtown Procurement Card issued by the 
state-contracted bank. 
2. DEFINITIONS 

2.1 Procurement Card (Pro-Card, P-Card): A 
charge card issued to an employee of the university 
for the purpose of making authorized purchases on 
the university's behalf. The university will issue 
payment for charges made with the Procurement 
Card.  

2.2 Cardholder: University employee who is 
issued a Procurement Card. The cardholder is 
responsible for the use and safe keeping of the 
Procurement Card. 

2.3 College/Division Administrator (CDA): 
University employee within each college/division 
who is responsible for designating cardholders and 
overseeing the use of Procurement Cards within their 
college/division. 

2.4 Program Administrator: University 
employee responsible for administering the 
Procurement Card Program for the university and 
acting as the primary liaison between the university 
and the bank. 

2.5 Program Coordinator: University employee 
responsible for spot-checking statements to identify 
possible inappropriate transactions and training 
cardholders to properly use the Procurement Card 
and bank software, which enables the cardholder to 
have access to their accounts through the internet. 

2.6 Transaction Limits: A dollar limitation of 
purchasing authority assigned to the Cardholder for 
each total charge made with the Procurement Card. 
The transaction limit is $5,000.00 per transaction. 
College/Division Administrators may establish lower 
limits on a per card basis. A single transaction/charge 
may include multiple items but cannot exceed 
$5,000.00. Transactions may not be split to avoid 
exceeding the transaction limit.  

2.7 Monthly Spending Limit: A dollar limitation 
of purchasing authority assigned to a Procurement 
Card on total charges made during a monthly billing 
cycle. The standard monthly spending limit is 
$15,000.00 per credit card. College/Division 
Administrators may establish lower limits on a per 
card basis or request higher limits, if needed. 

2.8 Expense Report: A listing of all transactions 
charged to the Cardholder’s Procurement Card 
account through the end of the monthly billing cycle. 

This statement is available online through the bank’s 
software.  

2.9 Supporting Documentation: A merchant 
produced or non-university document that records the 
relevant details for each item purchased including 
quantities, amounts, description of what was 
purchased, the total charge amount and the 
merchant's name and address (e.g. sales receipt, 
original invoice, packing slip, credit receipt, etc.).  
3. POLICY/PROCEDURES 

3.1 The University of Houston-Downtown 
Procurement Card Program provides a cost effective 
way to make certain purchases by reducing the time 
and effort required to complete the procurement-to-
payment process. All Procurement Card purchases 
must directly benefit the University of Houston-
Downtown and be within the guidelines of this 
document. The Procurement Card may not be used to 
make personal or other purchases that do not benefit 
the university directly. All Procurement Card 
transactions must be verified to be accurate and the 
correct cost center and account must be assigned to 
each transaction.  

3.2 An original completed Cardholder 
Application/Approval Form for University 
Procurement Card (Exhibit A) must be submitted for 
each prospective Cardholder to the Program 
Coordinator.  

3.3 The Cardholder Application/Approval Form 
must contain the default cost center (not a sponsored 
grant cost center) used to clear the cardholder’s P-
Card transactions and the signature of the applicant, 
applicant’s supervisor, and College/Division 
Administrator.  

3.4 The applicant must complete Procurement 
Card training and sign a Cardholder Procurement 
Card Agreement form acknowledging responsibility 
for proper use of the card before the card will be 
released. (Exhibit B)  

3.5 For security purposes, all Procurement Card 
applicants and cardholders must receive their salary 
or wage from the University of Houston-Downtown 
through direct deposit, rather than a check.  

3.6 Cardholders must complete an annual 
review of Procurement Card procedures and 
acknowledgment of responsibility.  

3.7 Cardholders are authorized to use the 
Procurement Card to purchase any merchandise or 
services required as a function of their duties at the 
university, except for items listed in Section 3.12 
below.  



3.8 Only the Cardholder to whom the card is 
assigned is authorized to use the card, and this person 
is responsible for ensuring that all charges made with 
the card are in compliance with this document. 

3.9 Questions concerning appropriate card use 
should be directed to the Procurement Card 
Coordinator or Administrator.  

3.10 The Procurement Card must never be used 
to purchase items for personal use or for non-
university purposes even if the Cardholder intends to 
reimburse the university. Procurement card 
transactions are subject to unannounced audits by the 
Internal Auditing Department and the Program 
Coordinator.  
 3.11 A Cardholder who makes an unauthorized 
purchase with the Procurement Card or uses the 
Procurement Card in an inappropriate manner will be 
subject to disciplinary action, including termination 
of employment from the university, and criminal 
prosecution. Sanctions occurring within one fiscal 
year include the following: 
 a. Late Paperwork:  
 1st Offense: Email or verbal warning from 
the Program Administrator or Program Coordinator 
will go to User and Supervisor; 
 2nd Offense: Retraining, suspension of 
card until retraining is complete and supervisor is 
notified; 
 3rd Offense: Suspension of card for 90 
days. 
 b. Illegal Purchase 
 1st Offense: Retraining, suspension of 
card until retraining is complete and supervisor is 
notified; 
 2nd Offense: Suspension of card for 90 
days. 

3.12 Unauthorized and inappropriate use of the 
Procurement Card includes:  

 3.12.1 Items for personal use; 
3.12.2 Items for non-university purposes; 

   3.12.3 Cash advances; 
 3.12.4 Travel-related expenses, other than 
for registration fees; 

3.12.5 Gasoline for a rental car or 
personal vehicle; 

3.12.6 Financial services; 
3.12.7 Scholarships, stipends, tuition, and 

fees; 
3.12.8 Radioactive or hazardous 

materials; 
3.12.9 Animals; 
3.12.10 Leases;  
3.12.11  Transactions greater than 

$5,000.00; 

3.12.12 Other purchases prohibited by 
university policy (e.g., flowers for employees or 
family members of employees);  
 3.12.13 Professional membership fees to 
an organization not approved by the President; Note: 
If any portion of membership fees paid to an 
approved organization is designated for political 
activities, the cardholder must refund that portion of 
the membership fees to the university with a personal 
check, since university funds may not be used for 
political-related activities;   
 3.12.14 Advertisements for staff and 
faculty employment ads that have not been approved 
by Employment Services and Operations or 
advertisements for non-employment ads  
that have not been approved by Public Affairs  

 3.12.15 Off-campus printing services 
where two or more bids were not obtained, one of 
which must be from the UH Printing Department; 

3.12.16 Other restrictions issued by the 
Cardholder’s college/division; 

 3.12.17 Items charged to state funds 
(only local funds may be used to pay for P-Card 
transactions directly; if appropriate and necessary, P-
Card transactions can be reallocated to state funds); 
and,  

3.12.18 Items charged to contracts/grants 
that are not allowed by sponsor.  
 3.13 It is the Cardholder's responsibility to 
safeguard the Procurement Card and its related 
account number at all times.  

 3.13.1 Cardholders should keep their 
Procurement Cards in a secure location at all times. 
 3.13.2 Cardholders should not allow 
anyone else to use their Procurement Cards and/or 
Procurement Card account numbers. 
 3.13.3  Cardholders should not write 
their Procurement Card account numbers where they 
can be easily seen by others.  

3.14 If a Procurement Card is lost, stolen or 
damaged, the Cardholder must notify the bank 
immediately at 1-800-890-0669. Representatives are 
available 24 hours a day to provide assistance.  

3.14.1  Cardholders must notify the 
Program Coordinator, at http://www.pcard.uhd.edu, if 
their cards are lost, stolen or damaged within 24 
hours after reporting the incident to the bank.  

3.14.2 After the bank and Program 
Coordinator have been notified, a new Procurement 
Card may be issued to the Cardholder by the Program 
Administrator.  

3.14.3  A Procurement Card found after 
it has been reported lost or stolen must be returned to 
the Program Coordinator. The same procedure 
applies if a card is damaged.  



3.15 Whenever the following information 
changes, the Application/Approval Form must be 
completed, signed by the cardholder, cardholder’s 
supervisor, and the College/Division Administrator, 
and forwarded to the Program Coordinator:  

3.15.1 Cardholder changes department; 
3.15.2 A change in the cardholder’s 

monthly transaction limit is requested.  
3.15.3 Whenever the default cost center 

changes (but the cardholder’s department has not 
changed), the College/Division Administrator can 
email that information to the Program Coordinator, 
who will change the default cost center in the bank 
system.  

3.16 Cardholders who transfer to a new position 
within the same department and require the use of a 
Procurement Card as part of their new duties can 
continue to use the same card. 

3.17 Cardholders who no longer require a 
Procurement Card in their new position or transfer to 
a different department must cancel their card per the 
instructions in Section 3.19.  

3.18 Prior to separation from the university, 
Cardholders must give their Procurement Cards and 
corresponding support documentation to the 
College/Division Administrator. If the Cardholder is 
the College/Division Administrator, the Procurement 
Card and support documentation must be given to the 
Cardholder's immediate supervisor. In either case, the 
card must be canceled as per instructions in Section 
3.19. 

3.19 The Program Administrator must be 
notified immediately when a Procurement Card is to 
be canceled. The card must be forwarded to the 
Program Administrator along with a completed 
Application/Approval Form, which must be signed 
only by the College/Division Administrator. 
 3.20  Procedures 
   3.20.1 Making a Purchase with the 
Procurement Card  
   1. Merchants. Cardholders 
should purchase from preferred merchants whenever 
possible to take advantage of pricing and terms 
negotiated on a university-wide contract basis. State 
law (Texas Government Code 403.055) requires state 
agencies and universities to verify that prospective 
vendors are not “on hold” with the State of Texas 
before an order is placed with the vendor for credit 
card purchases over $150. Cardholder must 
determine the vendor’s hold status by running the 
following query: 
UHS_AP_SEARCH_FOR_VENDORS.  Cardholders 
may search by vendor name, tax ID, zip code, or the 
vendor ID number in the Finance System.  When 
searching, a % (wildcard) may be entered for fields 
that are not in the search criteria. When Open for 

Ordering is “Y,” the vendor is not on hold. A 
vendor’s hold status is also available by looking at 
the Open for Ordering box in the Vendor Identifying 
Information page.  If the box is checked, the vendor 
is not on hold and the order may be placed. If the 
vendor cannot be found in the UHS Finance System, 
please contact the UHD Purchasing or Accounts 
Payable departments.  Also, cardholder must confirm 
that the selected merchant accepts MasterCard. If not, 
another vendor must be chosen or the purchase made 
using the Purchase Voucher process.  

 A. When making purchases 
in person, the Cardholder must sign the charge 
receipt and retain the customer copy.  

  B. When making purchases 
from Texas vendors, exemption from State of Texas 
sales tax must be claimed using the university’s Tax 
Exemption Certificate (Exhibit C).  

  C. When making purchases 
that require a delivery, cardholders should give the 
merchant the card account number and expiration 
date embossed on the card and the following 
information: 
 1. Cardholder name and 
phone number  

 2. Department name  
 3. Complete campus 
delivery address including building name and room 
number.  
 4. Cardholders are 
encouraged to receive their own shipments. However, 
if someone else will be receiving a shipment on the 
Cardholder's behalf, the Cardholder should notify 
them in advance. Regardless of who receives the 
shipment, the Cardholder is responsible for verifying 
that the order was received and obtaining all 
documentation (packing slips, mail order form 
copies, etc.) related to the purchase.  
  3.20.2 Merchandise Returns and 
Exchanges. The Cardholder is responsible for 
contacting the merchant when merchandise 
purchased with the Procurement Card is not 
acceptable (incorrect, damaged, defective, etc.) and 
arranging a return for credit or an exchange.  

 A. If merchandise is 
returned for credit, the Cardholder is responsible for 
obtaining a credit receipt from the merchant and 
retaining that receipt with the support documentation 
for that purchase. Receiving cash or checks to resolve 
a credit is prohibited.  

 B. If merchandise is to 
be exchanged, the Cardholder is responsible for 
returning the merchandise to the merchant and 
obtaining a replacement as soon as possible. 
Documentation showing the proper resolution of the 



exchange is to be retained with the supporting 
documentation for that purchase. 

  3.20.3 Supporting Documentation. 
Cardholders must submit the following 
documentation to the department business office for 
each P-Card transaction:  

 A. Receipts and/or other 
supporting documentation (web printed form, 
packing slip, etc.) provided by the vendor.  

 B. The business purpose 
of the transaction must be written on the receipt or 
attachment.  The following information must be 
indicated for business meals and other official 
functions:  
 1. Business purpose 
of the event  
 2. Name and 
affiliation of attendees, if 10 or fewer people  
 3. Number of 
attendees, if 11 or more people. 

 C. Documentation of an 
advertisement’s approval by Employment Services 
and Operations or by University Advancement as 
appropriate.  

 D. Two or more bids for 
off-campus printing services, one of which must be
from the UH Printing Department. 

 

 E. Cardholders with cost 
center responsibility should indicate the appropriate 
cost center to be charged on the receipt or 
attachment.  
 3.20.4 Recording Transactions in 
the Financial System. The Cardholder’s department 
creates a journal entry in the university financial 
system based on cardholder receipts or transactions in 
the credit card provider’s (J P Morgan Chase bank) 
online system as follows:  

  A. Debit: 
Appropriate department cost center and expense 
account.  

  B. Credit: Default P-
Card clearing cost center and P-Card liability 
account (20109). 

 C. A journal entry may 
contain multiple transactions for one or more 
cardholders for a single billing period. However, 
journal entries should not contain transactions for 
multiple billing periods.  

  D. For reporting 
purposes, the following information should be 
entered on the journal: 

 1. Journal Header 
Reference: Type “P-Card” (without quotation marks) 

  2.   Journal Line 
Description: Type the vendor’s name (Dell 
Computer, e.g.)  

 3.  Journal Line 
Reference: Type the cardholder’s name (Doe, John, 
e.g.). 

 E. P-Card transactions 
for the same cardholder involving the same vendor 
that will be charged to the same account and cost 
center may be consolidated on one journal line to 
reduce data entry.  
  3.20.5 Verification and 
Posting of Charges  

 A. Department business 
office verifies transactions in the bank’s system, 
matches receipts and supporting documentation, as 
well as the journal entry in the university financial 
system.  

 B. Department business 
office verifies a business purpose is provided for each 
transaction on the journal entry.  

 C. Department business 
office obtains any missing receipts or additional 
documentation/information needed from the 
cardholder.  

 D. Department business 
office enters the corresponding journal ID number on 
each transaction in the online bank system.  

  E. After the billing cycle 
ends each month, the department forwards the 
following documentation to General Accounting for 
approval:  
  1. Completed journal 
entry with department approvals.  
 2. Supporting 
documentation.  
 3. Statement of 
charges from the bank that is signed by the 
Cardholder with any disputed items noted.  
  3.20.6 Payment to the Bank  

 A. After the billing cycle 
ends, Accounts Payable will download transactions 
from the bank system into system-generated 
vouchers. Accounts Payable will post the vouchers 
with the following accounting entries:  

1. Debit: Default P-
Card clearing cost center and P-Card liability account 
(20109).  

2. Credit: Default P-
Card clearing cost center and accounts payable 
liability account (20100). The credit to 20100 is a 
system-generated entry.  

3. J P Morgan will 
be paid by ACH direct deposit. 
    
 3.20.7 Monitoring the     P-Card Liability 
Account Balance  

A. After the journal entry 
from the department and the system-created voucher 



are posted, the P-Card liability account should have a 
zero balance.  

B. The College/Division 
Administrator should verify that all P-Card liability 
accounts for their college/division have a balance of 
zero each month after the system-created voucher and 
department journal entry have posted. Liability 
account balances that are not zero should be 
investigated and resolved as quickly as possible.  

3.20.8 Cardholder Verification of  
Charges  

A. The Cardholder will 
receive an Expense Report to review to determine 
whether any charges should be disputed. The 
Cardholders will sign the Report indicating that all 
charges were made by them, and note any exceptions 
on the Report.  

B. If disputed charges 
exist, the Cardholder should complete the Statement 
of Disputed Item form (Exhibit D) and send the form 
to the Program Coordinator immediately. The 
Program Coordinator will fax the form to the bank. 
(According to bank rules, the form must be faxed 
within 60 days of the billing end date on the 
statement where the transaction originally appeared.)  

C. The Cardholder 
should verify that a credit appears on the next 
statement or the following statement for the disputed 
charge. If a credit does not appear on one of the next 
two statements, the Cardholder should notify the 
Program Coordinator. The Program Coordinator will 
follow-up with the bank and notify the Cardholder of 
the resolution.  
4. REVIEW AND RESPONSIBILITIES 
 Responsible Party: (Reviewer): Vice President 
for Administration and Finance  

Review:  Every three years on or before July 1  
 
Exhibits: 
Exhibit A - Application/Approval  
Exhibit B - Cardholder P-Card Agreement 
Exhibit C - Tax Exemption Certificate  
Exhibit D - Statement of Disputed Item 
 
 
 
Signed original on file in Employment Services and 
Operations.  
 
Policy History 
Issue #1: 05/17/06 
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EXHIBIT A 
PS  05.C.09 

 
 

 
 

University of Houston-Downtown Procurement Card Program 
Cardholder Application/Approval Form 

 
Check One: ___New___Change (Only complete fields to be changed)___Delete/Close (last eight card digits)_________ 
 
 

Cardholder’s Information (Please Print Information Use Black Ink) 
 
Cardholder/Applicant Name:  _________________________________________________________________________ 
 
Agency Name: 00784 University of Houston-Downtown (Corporation No.  4839 )     
 
Employee ID: ____________________ 
 
Department: _______________________________ Social Security#  XXX - XX-__ __ __ __(Last 4 digits) 
 
Dept. Address: ______________________________   Dept. Mail Code: ________________________________ 
 
City: ___________________________________ State:_____________ Zip Code (9 digit): _________________________ 
 
Phone Number: __________________________________ E-Mail: _____________________________________________ 
 
Fax Number: _______________________________ 
 
Does Applicant have Payroll Direct Deposit? _______________  If not, application will be denied. 

 

Cardholder’s Controls (Required unless specified) 
 
Credit Limit (CSL)  ___$15,000____________________ Single Purchase Limit (SPL) __________________ 
 
Authorizations Per Day ____________________  Transactions Per Cycle ______________________ 
 
MCC Group (Merchant Category Code Group)    TX P-Card /UHD Group  
 
Default Cost Center (Required): BU_______ Fund_______ DeptID_______ Program _________ Project ____________ 
 

Cardholder’s Approvals 
 
Cardholder’s Signature:  ___________________________________________________               Date ________________ 
 
Supervisor Signature:       ___________________________________________________              Date ________________ 
 
College/Division  Admin Signature:  __________________________________________              Date  ________________ 
 
College/Division:  __________________________________________________________ 
 

Instructions:  Forward original form to Mersades Richard @ One Main Street, 
Suite 970-South, Houston, TX 77002-1001 
 
 
 
Revised 08/29/07 



EXHIBIT B 
PS  05.C.09 

 
 
 
 

University of Houston-Downtown 
Cardholder Procurement Card Agreement 

 
I hereby acknowledge receipt of a University of Houston-Downtown – J P Morgan Chase 
Card/Procurement Card in accordance with procedures in PS 05.C.09. 
 
I acknowledge that I have read and understand the terms and conditions of this 
Agreement and the Procurement Card procedures. I understand that the University of 
Houston-Downtown is liable to J P Morgan Chase for all University of Houston-
Downtown charges. 
 
I agree to use this card for University of Houston-Downtown purchases only and agree 
not to charge personal purchases. I understand that the University of Houston-Downtown 
will audit the use of this card and report any discrepancies. 
 
I further understand that improper use of this card may result in disciplinary action, 
which may include termination of employment, and criminal prosecution. I also 
understand that thefts of property by public employees, by virtue of their employment, 
that would ordinarily be considered misdemeanors may be considered state jail felonies 
(Texas Penal Code, Section 31.03.) I agree to repay the University of Houston-
Downtown any amounts that I may personally owe, though I may no longer be in the 
employment of  the University of Houston-Downtown.   
 
I understand that the card is the property of the University of Houston-Downtown. I 
further understand that the University of Houston-Downtown may terminate my right to 
use this card at any time for any reason. I agree to return the card to the University of 
Houston-Downtown immediately upon request or upon termination of employment. 
 
 
Cardholder Signature:        Date:    
 
Cardholder Name (Print):            
 
Department:              
 
College/Division:             
 




