Accounts Payable
 Procurement Card Statement and Payment Processing Procedures
· Current purchasing limit is set at $499.99 per transaction and $20,000 per month.

· Cardholder receives an invoice monthly

· Accounts Payable receives a summary billing for all cardholders identifying all purchases

· Cardholder is required to submit to A/P an Internal Transaction Log identifying each transaction listed on the billing statement, along with documentation of the purchase and the pro-card invoice.

· The internal transaction log requires the signature of the cardholder, and the account manager of the account, in which the funds are to be disbursed.

· Each transaction is reviewed by an Accounts Payable staff member to ensure that Accounts Payable is providing for the timely and accurate expenditure of University funds and recording of those expenditures in a manner consistent with University guidelines and other regulations.

· All internal transaction logs for the month are then passed on to the Purchasing Manager for review and audit to ensure that cardholders are following all rules and regulations established for use of the Procurement Card.

