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] New policy proposal X]  Minor/technical revision of existing policy

he University approved purchasingrd (PCard is a University credit card issued in the name

f authorized, trained individuals to purchase certain eligible goods and services in support of the
niversity of Toledo. The Rardis both a procurement and payment tool and provides an
ffective, cosefficient method for employees to procure goods and senvEés the maximum

redit line authorized. Allardholders must use the card responsibly and in a manner consistent
ith the University's policiesand procedureand within the standards of the Ohio ethiesvl

ersonal purchases are strictly prohibited. As a public institution, the University is held to a high
egree of public scrutiny and accountability for its business practices. Improper use &fate P-

ay result in csciplinary action up to and including termination of employment.

B)  Purpose of policy

he purpose of this policy is to ensure that all individuals authorized to conduct purchasing and
aymengctivitieswith the P€arddo so responsibly and aaadiied regularly focompliance with

he following specifigolicies (Procurement; Membership, Dues and Subscriptions; Research and
ponsored Programs; Travel and Business Expense Reimbursesmnenany other applicable
niversity policies.The P-Card provides an efficient tool used to reduce administrative burden

nd costs, but it also exposes the University to ridkis policy outlines the responsibilities and
ontrols to mitigate the risk.

C) CardLimits and Eligibility

ard limits will be determinetly Accounts Payable based on type and volume of usage. Properly
rained University of Toledo empyees are eligible for a@ard. Nonemployee affiliates will be
eviewed by Accounts Payable on a chgesase basis.

egardless ofard limit, purchases over $5,000 must be approved in writing by the Associate Vice
resident of Finance (for na@yeods and services purchasssch as travel purchases) and by the
r. Director, Supply Chain (for goods and services purchases).
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Limits for P-Cards issued to research and sponsored funded programs will follow the then current
limit as outlined in OMB Uniform Guidance (2 CFR Part 200).

For administrative purchases, University departments are encouraged to limit the number of cards
issued anditilize singular cards to support all department employees.

For travel, each individuaraveler is required to use ac@rd for travel. Undergraduate and

Graduate students are an exception, and should use a department card for travel.

All P-Cardcs will be reviewed on a scheduled basis for inactivity. If there is no activity in a 12-
month period, the Rardwill be inactivated for nomse.

(D)
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which you or a relative have a financial interest)per University policies on this subject;
and

Ensuringthat sales or use taxes in Ohio or in other states with a sales tax exemption are
not charged.

The Card Approver is responsible for:

e Determiningappropriatestaff membersvho should be issueal Peard

Ensuring departmentalifds are available in indexjésccount(s) that &dholder will use;
reallocating funds if necessary

Participating in Reardapprover training and acknowledging the requirements;
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