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UNIVERSITY OF NORTH ALABAMA
PURCHASING CARD PROGRAM

The University of North Alabama Purchasing Card Program has been established to enhance
purchasing options by reducing purchase order creation, check processing and the need for
petty cash or requests for checks and reimbursements.

The University Purchasing Card Program is NOT intended:
e To avoid or bypass established procurement or payment procedures;
e To replace established travel procedures;
e For personal use;
e For expenditures from Foundation Funds or Agency accounts.

The cards are intended exclusively to conduct official University business, defined as any
business that directly provides a benefit to the University’s educational and public service
objectives.

Cardholders must be aware of and sensitive to the State Bid Law and contact UNA
Procurement for assistance prior to making a purchase if there is a question about the official
purpose of a purchase or if the use of the Purchasing Card to make a purchase seems
questionable.

The responsibility for card control ultimately rests with you as a purchasing card user. The
guidelines contained in this program are designed to protect both you and the University.

Obtaining a Card

The Purchasing Card program is available to all Full-Time University Employees who have
direct or administrative responsibility for expenditures from a university budget. Each cardholder
must be pre-approved by the appropriate financial budget owner or direct supervisor, through a
completed Purchasing Cardholder Application (Appendix A). In addition, the cardholder is
asked to sign the UNA P-Card Agreement (Appendix B) and attend a brief orientation session
before obtaining a card. Although the card is issued in the name of the individual your personal
credit will, in no way, be affected.

Each Purchasing Card holder should have a designated Delegate as well as an approved
workflow for the approval of expenditures.

Purchasing Card Security

Each assigned cardholder must determine the best means for securing the purchasing card. In
most cases, it is appropriate for individuals to carry the cards. If not, the cards must be stored in a
secure place, such as a locked desk or locked cabinet. In either case, the account number must
be protected.



Guidelines for Use of the Card

All credit card purchases must be made in compliance with University of North Alabama
procurement procedures, as well as the Alabama State Bid Law. As a cardholder, you are
responsible for all charges made to the card and as one to whom purchasing authority has been
delegated to ensure that all purchase activity is conducted in compliance with the NAEP Code of
Ethics. Therefore, keep your card secure and protected at all times. Use of the card for
personal purchases is strictly prohibited.

Individual Purchasing Cards will have a pre-approved limit of $500.00 per transaction.
Transactions for more than the authorized amount will be denied at the point of sale. Charges
may not be split amongst several transactions in an attempt to circumvent these limits or the
standard University Procurement Procedures. Pre-authorization may be granted by Procurement
for purchases exceeding $500 or as defined within University Travel Procedures.

Examples of generally Acceptable purchases with the card include:
e Purchases less than $500.00 (itemized receipts & purpose of expense)
e Athletic Team Travel or Other Student Group Travel (See travel procedures)
e Annual Subscriptions
o Institutional memberships
o Conference registration fees
o Airline tickets (reference purpose of trip)
e Out-of-State lodging & Team travel (see travel procedures)

Because of either a need for additional approvals or mandated reporting requirements, some
items should not be purchased with the card.

Examples of items that are generally Not Acceptable purchases with the card include:

o Personal use or Non-Business expenses

e Any professional service

e Repairs to University Property

e Services billing labor only which may require a 1099

o In-State Employee travel expenses (follow UNA travel procedures)
e Cash advances

e Livestock and laboratory animals

e Maintenance or service agreements

Keep in mind that a contract or grant account may restrict the purchase of certain items. As the
cardholder it is your responsibility to ensure that all purchases are in compliance with restrictions
placed by the contract or granting agency. Any exception requires the approval of the
University Controller.

The cardholder is responsible for:

» Obtaining itemized receipts for all Purchasing Card purchases;

» Obtaining prior travel approval from supervisor for any and all travel expenses/purchases
& including the travel approvals as receipts for approval submission;

» Submitting all charged transactions with appropriate documentation for approval through
the web-based system associated with the credit card in a timely manner;

» Retaining all original receipts for at least three (3) full fiscal years.



Tax Exemption

Remind the vendor of the tax-exempt status when making a purchase on behalf of the
University. Most expenditures from University funds are exempt from Alabama Sales Tax.
Purchases from other states and shipped into Alabama are normally exempt from tax. Verify
whether or not a valid exemption applies prior to ordering. Tax exemption language may be
obtained from the University Purchasing Department.

Disputed Charges

If there is a discrepancy on the Purchasing Card statement, you should first contact the vendor to
try to resolve the situation. If it is resolved, you should verify the correction within the on-line
account.

If the dispute cannot be resolved with the vendor, card owner must formally dispute the charge
with the credit card carrier and notify the University Purchasing Department. Disputed items
should be reported within 60 days of the statement date. Any disputed items reflected on the
monthly statement will be assessed to an appropriate university budget and credited to the same
budget once it is resolved.

Lost/Stolen cards
If a Purchasing Card is lost or stolen, the owner is responsible for immediately contacting the
University Purchasing Department. The card will be canceled and a new one issued.

New Purchasing Card Procedures as of February 2026

e Cardholders have 10 days from the transaction post date to review, code, and upload
receipts in the web-based system associated with the Purchasing Card.

e Ifa transaction is posted at the end of the month, all steps must be completed by the 7th of

the following month.

Approvers must approve transactions by the 10th of the following month.

Cards will be temporarily disabled if transactions are not ready for approval by the 10th.

When a card is disabled, the cardholder, approver, and appropriate EC member will be notified.

Two card cut-offs will result in mandatory retraining & three card cut-offs will result in permanent

loss of P-Card privileges.

e Transactions outstanding after the 10th will be charged to the department’s suspense account,
and Internal Audit will work with the cardholder to correct coding and restore card access.

e These changes are intended to ensure timely reconciliation, accurate reporting, and continued
compliance with University procedures.

Reconciliation/Employment Termination

Once the University Purchasing Department has received a campus clearance for a
cardholder, the Purchasing Card assigned to the cardholder will be disabled, therefore
no additional transactions will be allowed on the Purchasing Card. The University
Purchasing Department will notify the cardholder by email, that their Purchasing Card
is disabled. At that time, please return it directly to the University Purchasing
Department. All pending Purchasing Card transactions must be reviewed and approved
in order for the University Purchasing Department to clear the cardholder with Human
Resources, allowing the cardholder to receive their last University payroll. Until all
pending transactions are reconciled, HR will not allow the last payroll to be released to
the cardholder.




Card Expiration

The University Purchasing Department should receive a new Purchasing Card for each
cardholder as a Purchasing Card expiration date nears. The University Purchasing
Department will notify each cardholder when the new Purchasing Card has arrived and
is available to be picked up. Please bring your expired card to the University Purchasing
Department when picking up your new Purchasing Card.




Appendix A

UNIVERSITY OF NORTH ALABAMA P-CARD PROGRAM
CARDHOLDER APPLICATION

Please Print or Type

Cardholder name: Employee L#:

Department name: UNA Box #:

Email address: Phone #:

Last 4 digits of Social Security Number: (To be used for identity verification by

Purchasing Card web-based system Customer Service/Fraud Dept only)

Date of Birth:
/ /
Type of card: Domestic (within US only) or
International
Grant related: Yes or No
Requested credit limit: 832500 unless otherwise requested

Please list all UNA budgets for which this card will need to make purchases.
The cardholder will not be able to charge an expense to any budget not designated below.

Any changes to this list will require additional authorization and update by UNA Card Program administrators.

Foundation accounts and/or Agency Fund accounts are not allowed. Non-University Funds are not available for use in this program.

Please provide the approver (cost center head) of each budget. This is required, even if same as cardholder name.

Index Name and Index # Fund Organization  Program Approver Name

attach list if more lines are needed

Another employee may be given Delegate access to this card but this is not required.
Delegate: allows a user to view transactions and submit them for approval (assign budgets/upload receipts/add
documentation). Budget Owner cannot be a Delegate. Each user will have his/her own login account to the online system.

Delegate access: Email & Last 4 of SSN for Delegate:

Cardholder is ultimately responsible for all activity on the card and agrees to abide by UNA procedures.

Cardholder signature: Supervisor's signature:




Appendix B

University of North Alabama Purchasing Card Agreement
University of North Alabama has agreed to provide you with a Purchasing Card (“Card”) to make certain purchases on behalf
of the University. By accepting the Card, you assume the responsibility to protect the University from unauthorized and
improper use of the Card. In recognition of that responsibility, I, the undersigned, acknowledge receipt of the University
of North Alabama Purchasing Card and hereby agree to the following items: (please initial each statement).

I have been provided:
e Acopy of the University of North Alabama Purchasing Card Program Guidelines
e  An opportunity to ask questions to clarify my understanding of the Purchasing Card Program

I shall comply with the terms and conditions of this Agreement and with all the provisions of the University
Purchasing Card Guidelines, which are incorporated herein by reference.

Iunderstand the Purchasing Card is State property as are the goods and services purchased with the Card.

I understand that when I make purchases using the Card, I make the University liable for those purchases in
accordance with its agreement with the card provider (bank).

I shall protect and properly use the Card as outlined in this agreement and the Program. I shall use the Card solely
and exclusively for authorized University purposes in accordance with the program guidelines, University
procedures, and the laws of the State of Alabama.

I understand that I cannot, and will not, use the Card to purchase certain restricted items.

I agree that I cannot, and promise that I shall not under any circumstances, use the card for personal purposes, I
will not make cash advances or make any personal purchases for any other person when using the Card.

I will keep receipts for the required retention period of three (3) years and will resolve any discrepancies
concerning my Card purchases and shall follow proper Card security measures.

I will immediately report to the Purchasing Office any Card purchases that appear unauthorized or made by someone
other than the undersigned.

I will immediately report the loss or theft of the Card to the bank and to the Purchasing Department @ 256-765-4206.

I understand that fraudulent, improper, or unauthorized use of the Card may subject me to
disciplinary action, including termination of my employment.

[ understand that my failure to use the Card in accordance with this Agreement and the Program may result
in my being personally liable for all charges to my Card for fraudulent, unauthorized or improper purchases
made with the Card furnished to me. I hereby agree and promise to pay to the University on demand all Card
charges, fees, interest, costs, including attorney fees, that the University may incur as a result of fraudulent,
improper, or unauthorized purchases made with the Card furnished to me for which I am found liable or
responsible. In addition to any other remedies it may have, I further hereby consent to and authorize
the University to deduct and withhold from my salary, wages, or any other monies due or that become
due to me from the University such amounts as equal to the charges, fees, interest, costs, including
attorney fees, incurred by the University as a result of such fraudulent, improper, or unauthorized
Card purchases. All pending Purchasing Card transactions must be reviewed and approved in order
for the University Purchasing Department to clear the cardholder with Human Resources, allowing
the cardholder to receive their last University payroll. Until all pending transactions are reconciled,
HR will not allow the last payroll to be released to the cardholder.

I understand that the University of North Alabama may terminate my use of the Card at any time without reason or
cause. Upon request by the University or upon termination of my employment by the University, I shall immediately

return my Card to the University Purchasing Department.

[understand the Purchasing Card Transaction limits that have been assigned to me for individual and daily limits
and that all purchases are subject to authorized budget availability.

I understand that my card may be disabled if all of my transactions are not ready for approval by the 10" of the
month following the transaction.

Cardholder Name (Printed) Cardholder Signature Date




