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SECTION:		PurchasingNOTE: Any changes to process due to remote work should be documented in procedures.

SUBJECT:		PCard/Travel & Hosting Card Management – Process Documentation
APPLIES TO:		All PCard Holders 

PCard/Travel & Hosting Card Procurement Overview
The objective of the PCard/Travel & Hosting Card management process is to ensure the use of the PCard/Travel & Hosting Card is consistent with university as well as local procurement guidelines. The U-M Purchasing Card (PCard) is issued to eligible employees and may be used solely for purchases related to official university business.  The U-M Travel & Hosting Card is issued to eligible employees and is restricted to travel and hosting merchants only.
PCard Procurement
	Activity
	Responsibility
	Reference/Comments

	KEY ROLES
	
	

	Below is the criteria or supporting rationale for someone within the [insert name of school/college/unit/department] to be a PCard/Travel & Hosting Card holder, as determined by [insert appropriate person/position]:
	

	NOTE: Employees can have either a PCard or Travel & Hosting Card but do not need both. 
See Simplify business expenses with a PCard or Travel Card for benefits of the cards. 
 

	TRAINING
	
	

	PCard/Travel & Hosting Card Cardholder Course (PRE110) must be completed before a card is ordered for new cardholders.     
	PCard/Travel & Hosting Card Applicant
	

	Every 3 years thereafter, cardholders complete the refresher course,  PCard/Travel & Hosting Card Cardholder Course (PRE110) to fulfill the training requirement.
NOTE: Card will be suspended if holder’s training is overdue for more than one month.
	PCard/Travel Cardholder 
	NOTE: PCard/Travel & Hosting Card training status can be monitored via Business Objects report FN06 Procurement Emburse Enterprise PCard Holder & Limits. 

	CARD APPLICATION
	
	

	Complete and submit the online PCard/Travel & Hosting Card Application.  The application process includes acceptance of the Cardholder Agreement as well as attesting to completing PCard training.
NOTE: PCard/Travel & Hosting Card applications must be linked to cardholders appointing department ID in the HR profile.
	PCard/Travel & Hosting Card Applicant 
	

	As part of the online process, the applicant must select the appropriate individual to approve the request in the unit.  
	PCard/Travel & Hosting Card Applicant 
	The application is routed to the individual selected for unit approval.

	Review the application and if approved, click approve on the online PCard/Travel & Hosting Card Application.
Upon unit approval, the application is routed electronically to the Expense Management Team in Procurement Services for review and processing.
	[insert appropriate person/position]
	Unit approval should be performed by someone authorized to make that decision.
Ensure the credit limit is in line with the needs of the cardholder and the unit and the application is consistent with local policies where applicable.  

	Cardholder ensures that the PCard/Travel & Hosting Card is only used by the person it is issued (the cardholder).  Allowing other faculty or staff to use their PCard is a violation of policy and can result in its cancellation.
	Cardholder
	

	PCARD PROFILE CHANGES
	
	

	Complete the relevant section(s) of the Request a Change to My Card to update the Cardholder’s profile (name and/or address).
	Cardholder
	

	CARD LIMIT CHANGES
	
	

	Complete the relevant section(s) of the Request a Change to My Card to request change(s) in the monthly credit limit.

NOTE: Consider reducing limits or suspending PCards/Travel & Hosting Cards during times of reduced spending.

NOTE: Lowest limit available is $5,000.
	Cardholder
	NOTE: A clear business purpose must be provided for a request to increase the monthly credit limit. Ensure the credit limits are in line with the needs of the cardholder and the unit and the application is consistent with local policies where applicable.  
NOTE: ATM is available for international travel  

	Requests for limit changes route through TeamDynamix for electronic approval.

	Cardholder 
Approver [insert appropriate person/position]
	Once the form is approved it will route to the Expense Management Team. 






	CLOSING/SUSPENDING CARD 
	
	

	For cardholders going on an extended leave of absence, submit a Request a Change to My Card to temporarily suspend the card.
NOTE: Consider temporarily suspending Cards during times of reduced spending. 
	Cardholder’s Supervisor [insert appropriate person/position]
	

	For cardholders transferring to another department or unit within the University, submit a Request a Change to My Card eForm to close the current account.  The cardholder should discard the card. 
	Cardholder’s Supervisor [insert appropriate person/position]
	This step should be included in the employee off-boarding checklist.

	Submit a Request a Change to My Card eForm immediately upon awareness or notice of departure to deactivate the PCard/Travel & Hosting Card for cardholders leaving the University. The cardholder should discard the card.
	Cardholder’s Supervisor [insert appropriate person/position]
	This step should be included in the employee off-boarding checklist.

	LOST OR STOLEN CARDS
	
	

	Contact the PCard/Travel & Hosting Card vendor (currently JP Morgan Chase) to report a lost or stolen card, or if fraudulent activity is discovered.  After JP Morgan Chase has been contacted notify DPSS if necessary.
Monitor activity in Emburse Enterprise to ensure no charges have been processed after the card has been canceled.  Contact JP Morgan if activity occurs.
NOTE: Fraudulent activity must be disputed within 60 days from the transaction date for the bank to investigate.






	PCard/Travel Cardholder
	Contact:
JP Morgan Chase Services at 800-270-7760 or 847-488-3748 outside the US.
Department of Public Safety and Security (DPSS) at 734-763-1131

	MONITORING & OVERSIGHT
	
	

	Review the PCard/Travel & Hosting Card related Internal Control Management Oversight report to verify:
· Only authorized individuals have a PCard/Travel & Hosting Card
· Cardholders are accurate
· Employees on leave have suspended their cards
· Lost/closed cards have been closed
Based upon this review, close cards if warranted (i.e., cardholder has left the unit or no longer has a business purpose for the card).  Refer to the PCard & Travel and Hosting Card website for guidance and best practices.

	Administrator [insert appropriate person/position]
	Report is located in Business Objects and can be accessed through Wolverine Access > M-Reports >Compliance > Internal Controls Other Reports/Tools menu or through Business Objects: 
UM-Maintained  Financials  FN06 Procurement 
The title of the report is: FN06 Procurement Emburse Enterprise PCard Holder & Limits 






Other related information:
Key Contacts:
· PCard & Travel and Hosting Card – information pertaining to policies and procedures.
· Contact the Expense Management Team at Submit a Card Question - for questions pertaining to PCard/Travel & Hosting Card policies and procedures, the PCard/Travel & Hosting Card Application process, or the Request a Change to My Card. 

Related Standard Practice Guides:
· See SPG 507.01, Procurement General Policies and Procedures, for procurement and PCard/Travel & Hosting Card related policies. 
· See SPG 507.10-1, Travel and Business Hosting Expense Policy, for information on university travel and business hosting policies.  
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