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Annual Responsibilities
UA Little Rock’s Procurement Cards Policy 
308.6 requires:

 Existing P-Card cardholders, approvers, 
and coordinators be trained annually.

 New P-Card cardholders and 
coordinators are required to attend face-
to-face training before a P-Card will be 
issued. 

 New approvers have the option to 
complete the training online or to attend 
face-to-face training.



Training Objectives
Training will ensure that cardholders are:

 Knowledgeable and 
understand their 
responsibilities when using 
a university-issued P-Card.

 Updated on any new rules 
or procedures to ensure 
compliance with policy and 
procedures.



Instructions

 Review the training presentation.
 Complete the assessment with a score of at least 80%.

 You may repeat the assessment until you score 80%.
 You may also refer back to the training presentation, as needed.

 It may be helpful to refer to the UA Little Rock Procurement Cards 
Policy 308.6 and the UALR Procurement Card Procedures, which are 
linked in the menu at the left.

▪ Complete the course evaluation.



What is the P-Card?

Visa credit card 
issued by US Bank.

Alternative method 
for purchasing goods 

and services.
Streamlines the 

purchasing process.

Issued in the 
cardholder’s name.

Used for official UA 
Little Rock business 

purchases only!



Credit Limits

 Has a single transaction credit limit.
 This includes shipping, freight, 

and taxes.
 Has a monthly expenditure credit 

limit. 
 May have limits increased or 

decreased, with approval, to 
accurately reflect a department’s 
spending level in accordance with 
authority and spending history.

Each individual P-Card:



Definitions
Cardholder
The employee whose name is on the P-Card is responsible for its appropriate 
use, safety, and security.

P-Card
A credit card distributed to specific individuals for departmental purchases 
of goods or services for UA Little Rock official business purposes only.

Restricted Commodities
Goods or services that cannot be purchased using the P-Card.



Definitions

Non-Mandatory Contract Items
Contracts (established by the Office of State Procurement) that are not 
mandatory but use quantity purchasing and establish a maximum price.

Cooperative Contract
Established when multiple public procurement units (purchasers) combine 
their purchases to obtain volume purchase discounts.

Mandatory State Contract*
Contracts (established by the Office of State Procurement) for goods or 
services where substantial savings can be achieved by quantity purchasing. 

*UA Little Rock is required to purchase from the awarded state contract vendor.



Definitions

UA Little Rock Contracts
Contracts established by UA Little Rock through competitive bids, 
proposals, or negotiations. These contracts are mandatory.

Split Procurement
 The splitting or fragmenting of a purchase greater than the single 

transaction limit on the card or $10,000, whichever is lower.
 Paying for the item(s) in separate payments of less than the single 

transaction limit on the card or $10,000, whichever is lower over an 
interval of time, to allow for a larger purchase on the P-Card or 
exceeding of bid threshold. 



Appropriate Usage

 The P-Card is used the same way as 
a regular credit card.

 The P-Card cannot be used to pay 
for any travel expenses (i.e., meals, 
hotels, or parking). 

 Follow P-Card procedures to 
safeguard university funds and to 
spend them in an ethical manner.



Appropriate Usage

 Unauthorized sharing is allowing 
another person to use your P-
Card for any purchase, online or 
in person.

 This is NOT allowed.
 Previous delegation orders on 

file with Procurement Services 
are no longer valid.

Sharing of a P-Card is NOT allowed.



Appropriate Usage

 UA Board of Trustees and/or UA Little Rock policies. 

 Some purchases may require accepted terms and conditions adhering to 
the approval process and an official UA Little Rock signature. 

 The P-Card holder should never, under any circumstances, complete a 
purchase using their assigned P-Card without consent of Procurement 
Services where the supplier asks you to sign an agreement as a 
condition of the purchase.

All items purchased must abide by signatory 
authority policies:



Appropriate Usage

 Use of P-Card for employee meals is 
not allowed.

 Food (grocery store) purchases may 
be allowed only with prior 
approval from Procurement 
Services. Approval is rare. 

 A Special Meeting Form and/or 
Sodexo waiver may be required prior 
to authorization to use card for meals 
and food purchases. 

 Alcohol purchases are not allowed.

Meals and food purchases are NOT allowed.



Appropriate Usage

 Individual purchases to any merchant may not exceed the single 
transaction limit on the card or $10,000, whichever is lower. 

 Purchases exceeding the single limit on the card or $10,000, whichever 
is lower, must be purchased using the requisition to purchase order 
process. 

 Intentional splitting of a purchase to circumvent UA Little Rock 
procurement policies and procedures will result in cancellation of the P-
Card (in addition to any other disciplinary action) and may result in civil 
or criminal penalties.

Splitting purchases to avoid the single transaction 
limit or bid process is NOT allowed.



Safeguards

 Store the P-Card in a safe, secure location.

 If the P-Card is lost or stolen after hours, the cardholder should 
immediately call the issuing bank to report the theft.

 The cardholder should also immediately
report a lost or stolen P-Card to his 
or her direct supervisor and the P-Card 
administrator.

The cardholder is responsible for security and 
transactions of the P-Card.



Mandatory State
Contract Items

Non-Mandatory or 
Cooperative Contract 

Items

Promotional Items Printing

These commodity categories have some P-Card 
purchase restrictions:

Restricted Commodities



Mandatory State Contract Items
State contracted items MUST be purchased from state contract 
vendors. Contact Procurement Services for a list of state 
contract vendors willing to accept the P-Card.

Issues:

 Most common problem is office supplies.

 Office supplies MUST be purchased from our state contract vendors, 
Government Supply Services (GSS) or Goddess Products, Inc. 

 Contract items from non-contract vendors must be returned for credit, if 
possible, and/or valid justification provided.

Restricted Commodities



Restricted Commodities
Non-Mandatory or Cooperative Contract Items
Items covered under these contracts may be purchased with a P-
Card, except furniture. 

Exception – Furniture Purchases
 All furniture purchases must be coordinated, prior to purchase, through 

Procurement Services. 
 A copy of authorization from Procurement Services must be submitted 

with the account activity report.



Restricted Commodities
Promotional Items
To ensure that branding and design meet university specifications 
and standards, promotional and novelty items may NOT be 
purchased without written approval by the Office of 
Communications and Procurement Services prior to purchase. 

Promotional items include:

 Items requiring an approved UA Little Rock logo or brand.

 Items requiring an approved logo or brand of a specific program.



Restricted Commodities

Printing
Contact UA Little Rock Print Shop for any and all printing needs.

Remember:
 Printing is restricted by Constitutional Amendment 54. 
 A P-Card should never be used for printing purchases of any type.



Non-Allowable Purchases

 There are items that may not be purchased with the P-Card due to 
existing state contracts, restrictions imposed by Constitutional 
Amendment 54, and university policy.

 If ANY of these items are purchased on a P-Card, it will result in an 
immediate strike on the P-Card holder’s status. 



Non-Allowable Purchases

 Decorative items (for non-public areas). Items such as wall-hangings, plants, 
lamps, clocks, etc., that are intended for use in non-public areas. Faculty and staff 
offices and employee break rooms are NOT considered public areas.

 Computers, laptops, and tablets. Any information technology related purchases 
must be pre-approved by IT Services and P-Card utilization must be pre-approved 
by Procurement Services.

 Items for personal/staff use. Items for non-university use are NOT permitted. 
For example, narcotics, prescriptions, and other over-the-counter medications; 
party and holiday decorations, greeting cards, supplies and food for birthday, 
retirement, or other celebrations; personal office supplies such as flowers, plants, 
personalized office supplies; small appliances such as microwaves, toasters, 
refrigerators, coffee makers; candy, soft drinks, juice, coffee, etc.

The following are examples of items that CANNOT be 
purchased with a P-Card:

*This list may be adjusted and evaluated from time-to-time. Please contract Procurement Services 
for any questions prior to making a purchase on the card.



Non-Allowable Purchases

 Cash advances.
 Fuel. Excluding bulk fuel purchases for the campus.
 Alcoholic beverages.
 Travel expenses. Any expenses related to travel, such as airfare, lodging, rental 

cars, etc.
 Hazardous materials. Radioactive, biohazard, explosive, or any other hazardous 

materials.
 Employee meals. Employee meals not associated with a UA Little Rock function.
 Alcoholic beverages.

The following are examples of items that CANNOT be 
purchased with a P-Card:

*This list may be adjusted and evaluated from time-to-time. Please contract Procurement Services 
for any questions prior to making a purchase on the card.



Non-Allowable Purchases

 Mandatory contract items. Items on mandatory state contracts must be 
purchased from the contracted vendor at contract pricing or below. For example, 
paper products, such as paper towels, toilet paper, facial tissue, copy paper, etc., 
must be purchased as allowed by state contract. For ease of purchase, many of 
these items are carried by UALR Central Stores.

 Gifts, contributions, sponsorships, and pledges.
 Gift cards.
 Other. No construction, remodeling, capital equipment, or tagged assets.

The following are examples of items that CANNOT be 
purchased with a P-Card:

*This list may be adjusted and evaluated from time-to-time. Please contract Procurement Services 
for any questions prior to making a purchase on the card.

http://ualr.edu/facilities/index.php/home/central-stores/


Three Strikes

 First Strike: Card will be shut down for 30 days.
 Second Strike: Card will be shut down for 60 days.
 Third Strike: Card will be shut down indefinitely and cardholder may 

not reapply for a university-issued P-Card.
 In the event that ANY purchases appear to be fraudulent in nature, the 

P-Card administrator reserves the right to immediately shut down the 
card and contact university administrators to alert them to potential 
fraud.

If ANY non-allowable items are purchased on a P-Card, 
it will result in an immediate strike on the cardholder’s 
status. 



Delivery / Ship to Address
To prevent fraudulent activity, all items purchased 
with a P-Card must be delivered:

▪ To an official UA Little 
Rock address.

▪ Verifiable off-site 
location due to a special 
project or grant.



Fraudulent Charges

 Fraudulent charges are the only items the P-Card holder can dispute.
 Contact the issuing bank at 800.523.9078 when fraudulent charges are 

identified. 
 Contact Procurement Services after you have notified the bank. 
 Review transactions frequently to identify fraudulent charges as soon as 

possible.

The disputed items process allows P-Card holders to 
withhold payment of fraudulent charges appearing on 
the statement until the disputed items are resolved. 



Declined Transaction

 Monthly spending limit exceeded
 Restricted vendor, commodity or service
 Single transaction limit exceeded

If a transaction is declined, call the P-Card 
administrator for an explanation of the denial. The 
most common reasons for P-Card denials are:



Exceptions

 It is understood there may be cases when the use of the P-Card may be 
expanded outside the traditional policy.

 All requests for exceptions to the policy and procedures established in 
this guideline must be by a written submission to Procurement Services 
via email to the P-Card administrator.

 Procurement Services will review any and all requests and notify the 
requestor of the approval or denial.

 Keep any and all copies of documentation pertaining to said request.



Misuse and/or Abuse

 Appropriate disciplinary action will be based on the severity and intent 
of the misuse and/or abuse.

 The departmental/budgetary supervisor, P-Card administrator, and 
director of Procurement Services will determine appropriate disciplinary 
action.

 Disciplinary action may include, but is not limited to:
 Written warning
 Temporary suspension
 Revocation of P-Card privileges
 Reimbursement of negligent/fraudulent charges
 Termination of employment
 Prosecution in a court of law

Misuse and/or abuse of the P-Card may result in 
disciplinary action.



Compliance

 Procurement Services has an established 
process for notification of possible P-Card non-
compliance and violations.

 Non-compliance and violations may result in 
one or more of the following: verbal or written 
warnings; suspension or cancellation of the P-
Card; disciplinary action (including loss of 
employment); and civil or criminal penalties

 UA Little Rock Compliance Process

http://ualr.edu/procurement/pcard/compliance/


Accounting and Recording of 
Expenditures

 Receipts are required, even if the purchase is from a discount store.
 Separate receipts are required for credits and returns. 
 Check each detailed receipt against the corresponding transaction on the 

bank statement or against the Account Activity Report to make sure the 
dollar amount and the vendor name match the bank statement. 

 Receipts must be detailed and describe each item purchased, with the 
unit price for each item. Lump sum receipts are not acceptable. 

 Complete the Missing Document Affidavit if a receipt is not available 
or is lost. 

 Purchases that do not have a receipt or Missing Document Affidavit
will be considered personal purchases. Cardholders must reimburse the 
university immediately for these items.



Accounting and Recording of 
Expenditures

Accounting
Cardholders should access their account throughout the open cycle 
and for each transaction:
 Reallocate the charge if any part of the FOAPAL differs from the default 

accounting code. Best practices is to review your account and reallocate 
transactions weekly.

 In the Comments section, for each transaction provide an explanation of what 
was purchased and why. 

 List the name(s) of the event, grant, project, or program associated with the 
charges, if applicable, in the Additional Comments box. 

 List any and all transactions that are fixed assets for inventory purposes in the 
Internal Audit box. 

 NOTE: Any and all computers, laptops and tablets  are considered fixed assets no 
matter the valued cost and must be preapproved by IT Services and Procurement 
Services.



Accounting and Recording of 
Expenditures

Reallocate. Enter the correct FOAPAL if it differs from the 
default accounting code. Reallocate weekly, if at all possible.

Step 1: 
Log into account

Step 2: 
Click Transaction 

Management

Step 3: 
Click Accounting 
Code of item to 

reallocate

Step 4: 
Enter new 
FOAPAL

Step 5: 
Click Save 
Allocations



Accounting and Recording of 
Expenditures

Comments. In the Comments section, for each transaction please 
provide an explanation of what was purchased and why.

Step 2: 
Describe commodities 
or services purchased 

in detail. 

NOTE:
Describe office 

supplies generally 
(i.e., pens, file folders, 
paper clips, notepads, 
etc.) Like items may 
be grouped together.

Step 1: 
Click the Comments

Tab



Accounting and Recording of 
Expenditures

Additional Comments. List the name(s) of the event, grant, 
project, or program associated with the charges, if applicable, in the 
Additional Comments box.

Step 3: 
List the name(s) of the 
event, grant, project, 

or program.



Accounting and Recording of 
Expenditures

Internal Audit Box. List any and all transactions that are 
fixed assets for inventory purposes in the Internal Audit box.

Step 4:
List fixed assets here.
This includes any and 
all furniture, vehicles, 
equipment, and other 

state property having a 
life expectancy of one 
year or greater and a 
valued cost of $500 or 

greater.

NOTE:
Any and all iPads are 

considered fixed assets 
no matter the cost.



At the end of each billing cycle, the cardholder must:

 Access the online account.
 Print the Account Activity Report in landscape page orientation.
 Attach supporting documentation (receipts) for each transaction, 

including credits. 
 Receipts that are smaller than 8½x11 should be securely taped on 

all edges to an 8½x11 sheet of paper. 
 Tape should never be placed over detailed descriptions on receipts; 

this can make the print illegible. 
 If the receipt is too long it will need to be cut and taped to 8 ½”x 

11” paper. 
 Forward the Account Activity Report to Procurement Services within 

seven days of the end of the billing cycle.

Activity Report



Activity Report

Step 1: 
Log into account

Step 2: 
Click Transaction 

Management

Step 3: 
Click View 

Previous Cycle

To print the monthly Activity Report:

Print Report in Landscape Orientation!



Activity Report

Step 5:
Click Print 

Account Activity

Step 4:
Select Billing 

Cycle Close Date

Print Report in Landscape Orientation!



Activity Report

John Doe

Step 8: 
Cardholder and 

budgetary supervisor 
prints name and then 

signs name.

Step 6: 
Attach receipts and 

documentation

Step 9:
Forward report to 

Procurement Services 
within seven business 

days of statement 
close date.

X1234

Step 7: 
Write cardholder’s T# 
on top right of report

Print Report in Landscape Orientation!



Assessment

 To complete the P-Card Training Program, 
you must pass the assessment with a score 
of 80% or higher.

 Click on the P-Card Training link in the 
menu on the left, then click on the P-Card 
Training Assessment link.

 The assessment may be repeated until you 
have scored 80%. 

 You may review the training program and 
other materials as many times as necessary.



Program Evaluation

You have now completed the P-Card 
Training Program!

Once you successfully pass the assessment, please evaluate this 

program. Responses are anonymous and will assist us to refine and 

improve future training programs.

 Click the P-Card Training link in the main menu.

 Click the P-Card Training Program Evaluation link. 



Questions or Assistance?

Direct any questions, inquiries, or problems 
regarding P-Cards to the UA Little Rock P-Card 

administrator:

Sandra Phillips
Office of Procurement Services

501.537.0053
sdphillips@ualr.edu

Visit ualr.edu/procurement for additional information on 
procurement policies and procedures.

mailto:sdphillips@ualr.edu
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