


What is a P-Card

A Procurement Card (P-Card) is a credit card issued to any employee of SIU 
for the purpose of making authorized purchases on its behalf.

P-Cards are Mastercards issued through a selected bank.



Benefits of Using a P-Card

Allow employees to obtain certain goods and services quickly and 
easily. 

Enable employees to be more efficient and to focus on the value-
added aspects of their jobs. 

Provide cost savings through consolidated payment (one weekly 
payment to MasterCard versus multiple supplier payments). 



How the System Works
Responsible Party Action

Cardholder
Receives approval for purchases (if necessary, internal department/unit process). Makes purchase. Gives receipts to 
Departmental Card Reviewer.

P-Card Issuing Bank Sends transaction data to SIU daily. Sends monthly statement to each Cardholder.

Departmental Card Reviewer
Reconciles a Cardholder’s charges. Reviews transactions using the on-line reallocation system and reallocates the 
charges to appropriate, allowable budget purpose and object code.

Approver
Receives an email alert that there are transaction(s) to be approved. Approves transaction(s) in P-Card system. The 
Approver can change the budget purpose or object codes and can also dispute the transaction.  

Cardholder or Department Card Reviewer
Reconciles monthly statement with purchases for that cycle. Attaches all invoices to monthly statement and 
maintains in file for auditing purpose.

https://www.paymentnet.jpmorgan.com/auth/public/app?TYPE=33554433&REALMOID=06-27bde77d-d582-104d-bb10-84f9a7f80cb3&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=tss-pnet&TARGET=$SM$https%3a%2f%2fwww%2epaymentnet%2ejpmorgan%2ecom%2fapp%2fj_spring_security_check


How to Obtain a P-Card
Requests for P-Cards are made at the departmental level.
Requestor must read the Cardholder Policies and Procedures Manual 
and complete the P-Card Cardholder Account form.

Form must be approved at the Fiscal Officer, Dean/Director, and Vice 
Chancellor levels.

Form is forwarded to P-Card Administrator, Procurement Services, 
Mail Code 6813.

Cards arrive about one week from date of order.



https://procurement.siu.edu 

https://procurement.siu.edu/


Cardholder Account Form
• P-Card Cardholder Account Form | e-Forms | SIU

https://eforms.siu.edu/siuforms/info/pur0202.php


Card Limits
Cards will be set up with $9,999.99 per purchase and $15,000 per month limits with 
approval from the Cardholder’s Fiscal Officer. Limits can be set higher or lower.

Temporary increases in purchase limits can be requested by completing a Higher 
Transaction or Monthly Limit Request Form.

Purchase requisitions must be completed for expenditures of $10,000 or more with 
a vendor in a fiscal year.



Cardholder Authorization
The Cardholder is the only person authorized to make purchases using their card. 

Giving the card or card number to another person to make a purchase is prohibited. 

Using someone else’s card is also prohibited. 

Either of these violations may result in disciplinary action including, but not limited 
to, revocation of the card and possible termination of employment. 



Cardholder Responsibilities
The Cardholder is responsible for the following (this person may or may not be a Departmental Card 
Reviewer or Approver, but as an Approver they cannot approve transactions on their own card).

Uses the P-Card in accordance with all pertinent policies, procedures, guidelines, etc., and in the best 
interest of the University.

The Cardholder may not make personal purchases on the P-Card. 

Submits supporting documentation for each purchase such as detailed invoices/receipts promptly to 
the Departmental Card Reviewer; including any known reallocation information or performs the 
reviewing function promptly, as described above, if they are the Departmental Card Reviewer.



Ensure that sales tax is not charged at the time of purchase or request a credit 
promptly from the supplier if sales tax is included in error.

Avoid purchasing unnecessary items.

Avoid purchasing items which are subject to Export Control Restriction. For more 
information, refer to SIU Export Controls webpage.

Avoid making successive purchases (“stringing”) to circumvent the competitive 
selection limit (Small Limit Maximum), the Cardholder’s transaction limit. 

Surrender their card willingly upon termination of employment or upon change in 
duties that no longer includes the purchasing function.

Verifies the charges were correct and related to University business by signing the 
monthly bank statement and submitting it to the Department Card Reviewer.

http://siusystem.edu/academic-affairs/export-controls/index.shtml
http://www.procurement.siu.edu/how-to/purch/stringing.html
http://www.procure.stateuniv.state.il.us/dsp_bidLimits.cfm


Departmental Card Reviewer
A Departmental Card Reviewer must be designated prior to P-Cards being issued 
to a department.

This person will reconcile P-Card activity, reallocate transactions, and maintain the 
required documentation (for seven years) for Cardholders within their area.

Must complete a Departmental Reviewer Agreement form.
P-Card Departmental Reviewer Agreement | e-Forms | SIU

You may be a card holder as well as a card reviewer.

https://eforms.siu.edu/siuforms/info/pur0207.php


Departmental Reviewer Agreement



Reviewer
The Departmental Card Reviewer is responsible for the following for each 
card that they are to reconcile:

Receipts/Invoices - Monthly Cardholder statements that have been 
approved and signed by the Cardholder.

Reviews transactions using the on-line reallocation system and reallocates 
the charges to appropriate, allowable budget purposes.

Reviewers are responsible for ensuring that all purchasing guidelines are 
adhered to before reviewing any P-Card charges.



All transactions must be reviewed and approved within thirty days of the transaction 
date. Failure to do so will result in the suspension or cancellation of the P-Card.

Notifies the P-Card Administrator promptly of any known or suspected inappropriate 
or fraudulent use of a P-Card.

Acts as liaison between the P-Card Administrator and each Cardholder within their area 
by forwarding information as requested.



Informs the P-Card Administrator immediately that a Cardholder’s P-Card is to be put 
on temporary suspension if the cardholder is no longer performing their duties for the 
University or will be temporarily relieved of duties for more than 30 days. (Examples are 
Cardholder is on extended sick leave, disability, or for any other reason the card would 
not be needed for a period of time). Once the cardholder returns to work, the Reviewer 
or Approver must inform the P-Card Administrator to return the P-Card to “Active” 
status.



The Department Card Reviewer should print the statement. The Cardholder statements 
must be reviewed and approved monthly to ensure that receipts and other acceptable 
documentation supports each purchase. Failure to have the appropriate 
documentation, authorization signatures, etc., for each statement will result in 
revocation of the card. The Cardholder will be audited for compliance on a periodic 
basis.

After the Department Card Reviewer has determined that the appropriate 
receipts/invoices and other supporting documentation are on file for each purchase on 
a statement, the Cardholder must verify the charges were correct and related to 
University business by signing the bank statement. 



Departmental Card Approver
A Departmental Card Approver must be designated prior to P-Cards being issued 
to a department. 

This person will approve P-Card activity as well as check that the reviewer’s 
information is correct.  

Approvers may make changes.

Must complete an Approver Agreement form.
P-Card Approver Agreement | e-Forms | SIU

You may not review and approve the same transaction.

You may not approve your Supervisor’s transactions.

https://eforms.siu.edu/siuforms/info/pur0204.php


Departmental Approver Agreement



Approver

Approves transactions for the cards issued within their area of responsibility and will 
review all receipts pertaining to those transactions.

The Approver of a P-Card cannot be a subordinate to the actual holder of the P-
Card. Subordinates are not authorized to approve their supervisor’s P-Card.

Takes appropriate disciplinary measures with any Cardholder under them who 
inappropriately or fraudulently uses their P-Card and informs Department Head and 
other appropriate individuals.  

Notifies the Carbondale Campus P-Card Administrator promptly of any known or 
suspected inappropriate or fraudulent use of a card.



Approving Transactions

Before approving the transaction, click on the Receipts tab. Open the receipt for review. Click 
on the General Information tab to approve the document.

As the approver for the university P-Card program, it is your responsibility to ensure that all 
information is entered correctly. This includes verifying the budget, purpose, and proper 
coding of each transaction. Additionally, it is essential to confirm that all purchases comply 
with the university's procurement guidelines and policies.

Takes appropriate disciplinary measures with any Cardholder under them who inappropriately 
or fraudulently uses their P-Card and informs Department Head and other appropriate 
individuals.



P-Card Reconciliation

All transactions must be reviewed and approved within thirty days of the transaction date. Failure to do 
so will result in the suspension or cancellation of the P-Card.

If transactions are not reviewed and/or approved within the thirty (30) days, an email notice will be sent 
to the P-Cardholder, P-Card Reviewer, P-Card Approver, Fiscal Officer, appropriate Vice Chancellor (cc: P-
Card Administrator & Director of Procurement Services) as an alert to the failure to review and approve 
the transaction within the allotted time. 

If transactions remain un-reviewed and/or unapproved after the thirty (30) day period an additional 
fifteen (15) days, may be granted for the transactions to be reviewed and approved. After the fifteen (15) 
day period the P-Card will be suspended or cancelled.

Third violation of the Policy the P-Card will be permanently cancelled. 





P-Card Program Resources





Item Coding Guide For P-Card Transactions





Expense Guidelines
Follow the Expense Guidelines



P-Card Log In Page













Set E-mail Notification

To receive an e-mail when there are receipts that are ready to approve, update the following:

• On the main screen, select My Profile
• Under Options for E-mail notifications:
  Check the box -Transactions for Review

Note: Additional options for e-mail notifications are available depending on the user’s preference.





Split Transaction/Detailed Transaction Notes





Equipment Purchases
For equipment purchases, please make sure these additional fields are entered:

• Equipment Price Per Unit
• Equipment Number of Units
• Equipment Bldg. & Room Number
• Assign to Unit Number
• Equipment Purchasing Number
• Equipment Serial Number

• Equipment Make-Model





Receipts/Documentation
Every purchase must be supported by a receipt from the supplier. Packing slips 
alone are not acceptable. 

The receipt/invoice must include: 
 Supplier 
 Amount 
 Date 
 Itemized description of item(s) purchased. 

If the P-Card receipt only includes the total purchase amount, attach the detail    
receipt, packing slip with detail information, or invoice to the receipt. If there is 
a cash register receipt it must be copied (not taped) to an 8 ½ x 11 sheet of 
paper.



Reviewers

Attaching Receipts to a Transaction

You can attach one or more receipts to a transaction in Payment Net. 

You can attach receipts at any time, regardless of the transaction’s approval or export status. There is 
no limit to the number of receipts that can be attached to a transaction.

To upload a scanned receipt:

• Select Transactions > Manage.
• Click the transaction to which you want to attach a receipt.
• Click the Receipts tab.
• Click Attach Receipt.
• Click Browse, select a file to upload, and click Open. By default, the image file name is used as 

the receipt name; you can modify the receipt name, but you cannot leave this field blank.



Note: Only PDF, JPG, GIF, TIFF, and PNG file types are 
allowed. The scanned image file must be no larger than 5 MB.

• Complete the reference data fields in the Receipt Reference 
Data Fields section. All fields except the receipt name are 
optional.

• Click Upload Receipt.
• Repeat steps 4 through 7 to upload additional receipts and 

attach them to the same transaction



Attaching Receipts to Multiple Transactions

You can attach receipts to multiple transactions at once and specify reference data that will be 
associated with all the receipts. For example, you might want to upload multiple receipts for 
transactions related to expenses you incurred during business travel. 

Once the receipts are attached, each transaction has its own copy of the receipts. You can remove 
receipts from a transaction or update the reference data without affecting the other transactions in 
the original group.



To upload receipts for multiple transactions:

• Select Transactions > Manage.
• Select the transactions to which you want to attach receipts.
• Click Upload Receipt.
• Click Browse, select a file to upload, and click Open. By default, the image file name is used as the 

receipt name; you can modify the receipt name but you cannot leave this field blank.
Note: Only PDF, JPG, GIF, TIFF, and PNG file types are allowed. The scanned image file must be no 
larger than 5 MB.

• Complete the reference data fields in the Receipt Reference Data Fields section. All fields except 
the receipt name are optional.

• Click Upload Receipt.
• Repeat steps 4 through 6 to upload additional receipts and attach them to the same transaction. 



Retention of Documentation

All documentation related to each transaction must be retained (either 
in paper form or electronically) and accessible for audit for a total of 
seven (7) years (six (6) years plus the current year). 

Such documentation includes the Bank Statement, receipts/invoices, 
P-Card transaction slips, packing lists, any restricted item approvals 
that may be required, competitive quotations, etc. 

This should be kept somewhere that is accessible and can be retrieved 
even if you are no longer in the Department.



INAPPROPRIATE OR FRAUDULENT USE OF P-CARDS



What Constitutes Inappropriate/Fraudulent Card Use?

Lack of proper documentation repeated un-reviewed transactions and prohibited purchases are examples 
of inappropriate card use that will result in suspension or cancellation of card privileges.

Continued offenses will result in card cancellation. The Cardholder’s Dean/Director and Vice Chancellor will 
receive written notification of the offenses.

Fraudulent card use such as purchasing personal items, stringing and returning items for cash will result in 
revocation of the Cardholder’s privileges. 

Require reimbursement from a Cardholder and/or other University employee(s) for any inappropriate or 
fraudulent purchases made using the P-Card. This reimbursement would preferably be done willingly from 
the parties involved; however, the University may initiate legal proceedings to recover amounts owed.

Possible termination of employment of the individual(s) involved.

http://www.procurement.siu.edu/how-to/purch/stringing.html


Purchasing Tips…

SIU – prohibited to pay SIU departments with SIU P-Card.

Office Depot – must buy office supplies through Office Depot.  If not available, get 
permission from Procurement. 

Amazon Business – only use University Amazon Business account.  Contact Procurement to 
get an account setup. Not allowed to purchase items we have contracts for. Cannot use for 
personal purchases.

All postage stamps should be obtained exclusively from Campus Mail Services.

We should avoid using vendors that impose a fee for credit card payments.



Purchasing Tips Continued…
Sam’s Club – contact Procurement for an SIU membership. Cannot purchase a membership or 
use a personal membership.

Computers/Printers – must be approved by I.T.

Software is not to be purchased on a P-Card. Must contact IT for software purchases.

All Data Network Equipment and Accessories must be approved prior to purchase by 
Information Technology. Data Network Equipment and Accessories to include:
Ethernet Switches and Hubs, Routers, DSL, Firewalls, Wireless Access Points, VPNG and 
Gateways

Printing – use SIU Printing & Duplicating or get advanced written approval to use non-SIU 
vendor.



Purchasing Tips Continued…
Caterer’s / Food Trucks – must be University approved.

Repeated purchases with a single vendor for purchases that will reach or exceed $10,000 in a fiscal 
year or $20,000 over a three-year period require a Purchase Requisition.

Random audits are performed on P-Card purchases.

Deliveries for items purchased on a P-Card can only be delivered to the University. Deliveries 
cannot be made to home addresses.

Deliveries from services that charge additional fees for delivery are not allowable (Example Wal-
Mart, Sams, Kroger Etc.…

Insurance or Protection plans are not to be purchased.



Purchasing Tips Continued…
SIU Seals/Logos – requires written confirmation from University Communications 
and Marketing.

Recurring payments are not allowed.

Gift Cards / Gifts – not allowable unless for research participants 
A special P-card will be issued. 

If an item you are purchasing is on the prohibited list or not allowed under 
expense guidelines, it cannot be purchased, even if it will be reimbursed by the 
Foundation.



TRAVEL EXPENSES ALLOWED TO BE PAID BY THE UNIVERSITY ISSUED P-CARD 

Airfare 
Baggage fees 
Amtrak 
Gas to re-fuel rental car (Not the fuel service option on rental agreements)
Lodging (room, tax, and business expenses only) 
$15.00 Per Day Parking is all that is allowed at STL Airport 
Registration 
Rental Car (see exceptions in #7-Use of Rental Vehicles) 
Shuttles



TRAVEL EXPENSES NOT ALLOWED TO BE PAID BY THE UNIVERSITY ISSUED P-CARD

 Gas for personal vehicle 
 Gas for University vehicles (Travel Service) 
 Meals while on travel status 
 Movies and Theme parks 
 Parking, traffic tickets and Toll fines
 Personal expenses 
 Room service 
 Rental Car Insurance
 Travel Insurance
 Airfare for family member or friend
 Lost Airline Tickets
 Alcoholic Beverages
 Airfare upgrades are not allowed for personal reasons
 Insurance for Flight cancellation



Reminders

THE P-CARD CANNOT BE USED TO

The P-Card cannot be used to purchase Wearing Apparel unless allowed in a Collective 
Bargaining Agreement.



Reminders

The P-Card cannot be used to purchase breakroom supplies, 
food, or beverages for staff incentives, special occasions, 
meetings, or departmental gatherings.



The P-Card cannot be used to purchase gifts, items for department or 
student appreciation events, retirement celebrations, incentives, 
flowers for staff or their family, or personal office decorations.

Reminders



Furniture Vendors



The Chancellor has approved a furniture policy whereby SIU Carbondale will enjoy 
the benefits of guaranteed competitive pricing, established quality and excellent 
warranty from well known manufacturers.

Within this contract, the authorized furniture dealerships offer comprehensive, 
tailored customer and design service, as well as free delivery. Since there are 
several categories and styles of furniture, the University will realize flexibility of 
choices offered by this contract. Vendors have been chosen for each furniture 
category, which will effectively set forth uniformity and consistency within our 
Campus. These vendors will be contacted for all furniture purchases, except when 
there is a need to match existing product. All requests for matching existing 
furniture must be approved by the Director of Procurement Services prior to 
meeting and configuring with a vendor who is not an awardee of the IPHEC 
Furniture Contract.



If the Director of Procurement Services determines that no exception will be made to the 
policy, the Fiscal Officer for that department or responsible area will be notified.

Benefits of the Contract

Guarantees competitive pricing for 10 years
Continuation and expansion of product lines
Flexible selections and style of products to fulfill departmental needs
Established quality and warranty from brand name manufacturers
Local dealerships offering superior service (for example: design services, short-term 
storage, etc.)
Participation in Illinois Public Higher Education Cooperative (IPHEC)
Bidding process never required regardless of dollar amount of transaction
P-Card limits temporarily increased to accommodate furniture acquisitions

Amazon Is not an approved vendor for furniture.



ALLSTEEL INC.
Dealership - Henricksen

Lisa Vaninger-Gaffney
Email: l.gaffney@Henricksen.com
Phone: (217) 299-7769

HAWORTH
Dealership - Stiles Office Solutions

Becky Phillips
Email: bphillips@stilesos.com
Phone: (618) 529-4950

KIMBALL INTERNATIONAL
Dealership - Stiles Office Solutions

Becky Phillips
Email: bphillips@stilesos.com
Phone: (618) 529-4950

TRANSFORMATIONS Stu Reynolds
Email: stu@trfurniture.com
Phone: (800) 440-9337

STEELCASE
Dealership – Egyptian Work Space Partners

Kevin Baltz
Email: kbaltz@goegyptian.com
Phone: (800) 642-3949

mailto:l.gaffney@Henricksen.com
mailto:bphillips@stilesos.com
mailto:bphillips@stilesos.com
mailto:stu@trfurniture.com
mailto:kbaltz@goegyptian.com


ECOLOGIC Jennifer Kryger
Email: jkryger@ecologicfurniture.com
Phone: (847) 234-5855

FOLIOT Jeremy Panneton
Email: jpanneton@foliot.com
Phone: (450) 275-3593

HERMAN MILLER
Dealership - Wiley Office Furniture

Zach Hoffman
Email: zach.hoffman@wileyoffice.com
Phone: (217) 544-2766 x3032

JASPER GROUP
Dealership - Creative Office Solutions

John Shaw
Email: john.shaw@ki.com
Phone: (573) 225-6756

KRUGER INTERNATIONAL
Dealership - Creative Office Solutions

John Shaw
Email: john.shaw@ki.com
Phone: (573) 225-6756

NATIONAL OFFICE FURNITURE
Dealership - Stiles Office Solutions

Becky Phillips
Email: bphillips@stilesos.com
Phone: (618) 529-4950

OFS
Dealership - Stiles Office Solutions

Becky Phillips
Email: bphillips@stilesos.com
Phone: (618) 529-4950

MITY-LITE Jeff Scott
Email: jscott@mitylite.com
Phone: (800) 795-0678

mailto:jkryger@ecologicfurniture.com
mailto:jpanneton@foliot.com
mailto:zach.hoffman@wileyoffice.com
mailto:john.shaw@ki.com
mailto:john.shaw@ki.com
mailto:bphillips@stilesos.com
mailto:bphillips@stilesos.com
mailto:jscott@mitylite.com




Drones cannot be purchased unless University guidelines are followed.

Information can be found under the Facilities and Energy Management Webpage UTV Instructions.

No UAVs can be operated under the auspices of the University without the appropriate internal 
approvals.  This applies to anyone requesting permission to use a UAV as part of a University related 
function (employees, faculty, staff, students, visitors, University contractors, etc.).  To operate a 
UAV within the University environment as part of a valid University related function, the following 
applications will need to be completed and approved.

Depending upon your project, you will need to download, complete, and return some of the following 
documentation:
•Project Use Application - University Related
•Project Use Application - Outside Agency
•UAV Registration Form

You will need to download and familiarize yourself with the:
•UAV Operating Standards

https://facilities.siu.edu/_common/documents/uav/siuc-uavprojuseappu.pdf
https://facilities.siu.edu/_common/documents/uav/siuc-uavprojuseappoa.pdf
https://facilities.siu.edu/_common/documents/uav/siuc-uavregForm.pdf
https://facilities.siu.edu/_common/documents/uav/uavsiuopstandards.pdf


You will need to register your University-owned UAV equipment:

1.Property Control: Each UAV shall be tagged accordingly.  Please place this tag away from all compasses, 
radio antennas, GPS receivers, any moving parts, etc.  Failure to do so may adversely affect operation of the 
UAV.
2.Facilities & Energy Management: Please fill out a separate UAV Registration Form for each UAV that is in 
your department’s control and return to Facilities & Energy Management.
3.Federal Aviation Administration (FAA): Please contact PSO for assistance in applying for the FAA 
registration number.  This is accomplished though the FAA’s registration site.  A processing fee is required 
for the application.  Please have all P-Card approvals in place before hand.  Since the application must be in 
the University’s name (the University owns the UAV), we will be glad to assist in registration.  You will 
receive a document from the FAA to print out that must be kept with the UAV.  Additionally, the FAA 
registration number must be clearly placed on the UAV that it is associated with.

You will need to have a FAA Part 107 (or section 333) certified pilot / operator to operate the UAV for any 
related University application / project / operation. Your UAV operator has the final authority of whether 
an operation can be done safely. If your operator decides that the operation cannot be done in a safe 
manner, he / she can refuse to execute the operation.



You will need to have a FAA Part 107 (or section 333) certified pilot / operator to operate the UAV for 
any related University application / project / operation. Your UAV operator has the final authority of 
whether an operation can be done safely. If your operator decides that the operation cannot be done in 
a safe manner, he / she can refuse to execute the operation.

Examples of documentation, office manuals, logs, and checklists have been included to assist you in the 
information that you will need to track for University and FAA requirements:

•Documentation Examples

https://facilities.siu.edu/uav/doc-examples/index.php


SIU has a contract with Pepsi MidAmerica. The agreement, which created an opportunity to support student 
scholarships, gives Pepsi MidAmerica exclusive pouring rights and the exclusive right to display, advertise and promote 
beverages on campus and in connection with the university. All staff, university departments and registered student 
organizations must follow the guidelines below in order to honor the university’s contractual commitment:

• No other non-alcoholic beverage brand may be distributed on campus in any form.

• Events held on campus, whether or not they are university related, must use Pepsi MidAmerica products if 
beverages are served. This includes events that warrant a small quantity of beverages, such as a twelve pack or two 
that are purchased at a local retailer.

• Private parties using campus space for events are not allowed to bring products other than Pepsi brands on 
campus. This includes soft drinks as well as bottled water, sports and energy drinks, and bottled tea.

• Units will need to establish an account with Pepsi MidAmerica in order to purchase Pepsi products for use on 
campus and receive contract pricing. Contact Tena Bennett tenab@siu.edu to get the process started.

mailto:tenab@siu.edu


Entertainment Expense Documentation Form

This form is used to record employee expenses and attendee lists for events 
conducted solely for official University business. Pre-approval is required before the 
event. If the event is not an eligible P-Card expense, the P-Card may not be used even 
if the form has been approved.





Account Correction Form

To make P-Card corrections to the 
original account(s) charged.





QUESTIONS
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