
 

Purchasing Card 

Policies & Procedures  

 
 

 

 

 
 
 
 
 

 
 

University of Nebraska 
(Revised 2014) 

 

 
  





3 
 

Purchasing Card Policy 

 
1. Basis of the Policy 
 
The University of Nebraska is responsible for paying for business related expenses that support its 

mission.  Employees and affiliates are responsible for prudently using University resources for business 

related purchases, and the University provides a Purchasing Card (P-Card) Program to allow designated 

employees and affiliates to do so. 
2. Purpose  
 
This policy is designed to provide readily available guidance to employees and affiliates who need it 

through delineation of authorities and responsibilities, documentation of procedures, and description of 

controls and control-related procedures for the purpose of increasing employee
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Purchasing authority is delegated to designated employees and affiliates by their Departments to make 

business related purchases with a P-Card not to exceed a single transaction limit as specifically 

approved.  The P-Card may not be used for any personal expenses.  Unauthorized use may be cause for 

the immediate cancellation of the card. 

The authority to enforce P-Card Policies is the responsibility of the Vice Chancellor.  When a business 

case exists, limited exceptions to the P-Card Policies and Procedures may be granted upon written 

request from the user department and with written approval from the designated authority within the 

Division of Business & Finance. 

For more detailed information, see Purchasing Card Procedures. 
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Purchasing Card Procedures 

 

The University of Nebraska Procurement Card (P-Card) simplifies purchase and payment of certain items 
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P-Card limits (i.e., individual transaction and monthly total), initially determined at the time of 

application may be adjusted temporarily or permanently.  All changes must be requested and approved 

in writing.  Individuals able to request limit changes include the department head, chair, dean, or 

director or the Approving official.  Requests should be submitted to the Manager of Card Programs.  

Requests should include whether the change is temporary or permanent, reason(s) for change and an 

identification of the cardholder(s) involved. 

In rare instances, where a business need exists, a single purchase exceeding $4,999 may be allowed only 

if approval has been granted, in advance, in writing from the Division of Business & Finance. 

4. Purchasing Card Utilization
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7. Monitoring Activities and Other Business & Finance Review 
 
One of the key concepts in internal control systems is monitoring, which assesses the quality of the 
�•�Ç�•�š���u�•�[���‰���Œ�(�}�Œ�u���v�����X�����d�Z�����•���}�‰�������v�����(�Œ���‹�µ���v���Ç���}�(���u�}�v�]�š�}�Œ�]�v�P�������š�]�À�]�š�]���•�������‰���v���•���}�v���u���v���P���u���v�š�[�•��
assessment of risks and the effectiveness of on-going monitoring activities. 
 
Monitoring activities represent a valuable control that completes the system of internal controls in 
operations.   Examples of monitoring activities include the following: 

�x Reviews of daily transactions, new applications/changes/deletions, error and exception 
logs, workflow reports, transaction warning reports, and batch errors; 

�x On site assistance visits or desk reviews of reconcilers; 

�x Reviews of parked transactions; 

�x Reviews of declined purchases and spending limits; 

�x Reconciliation of the approved cardholders list between SAP and the bank servicing the 
P-Card program, and 

�x Review of MCCs (merchant category codes). 
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f. Subscription forms or dues statements; and  
g. Conference registration forms. 

 
A description of the item purchased, easily understood by others not familiar with the purchase, must 
be provided. 
 
Emails containing an attached receipt or confirmation should be filed.  When a receipt or an original is 
not available from the merchant, a reason should be documented.  When an original is maintained 
elsewhere, the location should be documented. 
 
When a conference registration includes multiple fees and options (e.g., lodging, transportation, social 
event, meals, and guest(s), itemization of the charge is necessary.  An Internet print-screen from the 
s�‰�}�v�•�}�Œ���}�Œ���Z�}�•�š�[�•���Á�����•�]�š�����u���Ç���������µ�•�������Á�Z���v���š�Z�����Œ�������]�‰�š�����}���•���v�}�š���]�v���o�µ�������š�Z���•���������š���]�o�•�X�������}�v�(���Œ���v������
location and date(s) should be stated within the documentation. 
 
9. Record Retention 

Transaction records must be filed according to the University record retention policy.  University record 
retention policy can be found at http://nebraska.edu/bylaws-and-policies/records-retention-
schedules.html.  When a Reconciler is outside the source department, the source department should 
maintain a copy of its transaction records. 

 
10. P-Card Controls 
 

The responsibility for financial control of the P-Card rests with the department.  The department chair, 

head, or director 
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d. If the product or service being purchased �]�•�����À���]�o�����o�����(�Œ�}�u���������µ�Œ�Œ���v�š���h�v�]�À���Œ�•�]�š�Ç���^�‰�Œeferred 
�À���v���}�Œ�_ or via eSHOP, the order should be placed with the preferred vendor or eSHOP 
vendor 
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a. �^�W�Ç�Œ���u�]���]�v�P�_���~���]�À�]���]�v�P�������o���Œ�P�����‰�µ�Œ���Z���•�����]�v�š�}���•�u���o�o���Œ���}�v���•���š�}�����Ç�‰���•�•�������•�‰���v���]�v�P���o�]�u�]�š�•; 
b. Personal use of any kind; 
c. Gifts, donations, contributions, or celebrations ; 
d. 
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