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UW EXTENSION ADDENDUM TO
THE UW SYSTEM PURCHASING CARD MANUAL


UWSA Purchasing Card Manual

Disclaimer for Purchasing Card Log Form.  The Log Form is optional for UW Extension Cardholders as the Cardholder Activity Report may be used instead.  These are called PCard activity logs and must state, for each line item, what was purchased and the business purpose. 

PCard activity log must be provided listing each purchase with the attached documentation in the same order as listed by US Bank.  The Cardholder Activity Report is available on the US Bank web site at https://access.usbank.com/.  Organization Short Name is stwisc. User ID and password were sent to you in separate emails by the purchasing card administrator. 

How to Use the Purchasing Card
GENERAL PROCEDURES:
· Follow UW System, campus, and departmental internal procedures to obtain authorization to make a purchase.
· Determine whether the purchasing card is the most appropriate tool for the purchase (check to make sure Contract it is not a restricted item and determine whether a State or UW System is mandatory).
· The Purchasing Card CANNOT be used for the following items:
Alarm Security Systems, Alcoholic Beverages, Ammunition, Capital Equipment, Cash Advance (ATM), Consulting Services, Controlled Substances, Copy Machines, Entertainment, Gasoline/Fuel (except for rental car), Gifts, Prizes and Awards (including gift certificates, phone cards, gas cards, etc.), Greeting Cards, Hospitality, Insurance, Lease/Rental of Space, Legal Services, Logo Apparel, Memberships, Motor Vehicle Purchases, Personal Items, Personal Services, Person License (i.e. CPA License) 
· Contact UWCX Purchasing prior to purchasing the following items:
Air Conditioners, Heating and Ventilation (HVAC); Animals; Catering; Cellular Telephone (Wireless) Accessories/Equipment/Services; Computers; Cylinder Gases; Drugs/Pharmaceuticals; Electronics; Furniture and Carpeting; Hazard Material Removal; Printing Services over $49.99; Security Guard Services; Temporary Help Agency Services 
If buying off a state/university Contract, there is no need to contact Purchasing Services in advance, but you must indicate the contract number used on the PCard activity log.

General information/Completing documentation required 
General
· Business Purpose must be stated and adequate information should be on the PCard activity log.
· Signatures required – Each PCard activity log must have cardholder signature and supervisor/site manager signature.
· Submittal of Pcard activity log – Cardholder submits paperwork to supervisor/site manager ten (10) days after billing cycle ends.  Supervisor/site manager submits that paperwork to the Purchasing Services three (3) weeks after billing cycle ends. 
· If documentation is not available, give an explanation (i.e., paperwork was lost) as to why.
· If the amount on the receipt is different from the log amount, make sure you provide an explanation.
· Tax – If tax was charged and it was greater than $5.00, contact the vendor to get a refund and note this on the log.
· Make sure the purchase does not exceed the dollar amount approved by your department.
· Prior to purchase, you need to verify whether or not there is a mandatory contract that you must use.  Go to the UWCX Purchasing web site.   
· PayPal, Amazon and Ebay – Any purchase must be shipped to a University address and not a personal address.   
· Office supplies must be purchased from the mandatory contract provider through Shop@UW .


Travel documentation and information 
· Include out of state/out of country approval form (with Supervisors Signature, if required by Department).
· Include receipts, business purpose, dates of stay, information about the trip, and attach the conference agenda
· Receipts which exceed the daily maximum allowed rate (i.e. hotel charges) must be accompanied by an explanation of the reasonableness of the expense (i.e. Conference site)
· Only overnight parking (at hotel, airport) is allowed.
· No individual meals can be charged on the Purchasing Card.  If so, the traveler must reimburse the University of Wisconsin Extension.
· No incidental charges (such as movies, room service) can be charged to Purchasing card.  The traveler must reimburse the University Wisconsin-Extension.
· No gas purchase without a rental car
· Transportation Services charges must be for a UW vehicle or a guest.  The guest name must be stated along with business need for the permit.
· See UW Extension Travel web page at http://www.uwex.edu/business-services/travel/


Wireless Service
· Must be purchased from the mandatory contract providers.  See UWCX Purchasing Wireless Services web site for additional information.
· Local cellular stores are not allowed for phone cases, accessories, etc.

Subscriptions and Registrations documentation
· Attach the registration form and supporting documentation that includes participants name, actual dates, location, title of the conference, convention, seminar, or training.  Attach an agenda or brochure that shows what is included in registration fee (i.e. lodging, meals, etc.).
· Attach a copy of the renewal subscription form 
· A subscription must be mailed to a UW Extension address. 
Note: This may require obtaining both a payment receipt and a copy of the applicable page from the brochure, application or a registration form

Events documentation
· Prior approval is required if you are using a non-University site. To request approval send your request to the UW Extension Accounting’s  general email address at  uwexaccounting@uwex.edu
· Sponsored Event Form at (http://www.uwex.edu/business-services/forms/documents/SponsoredEventsForm.pdf).  This form is optional, but it does list all items, signatures needed as back-up material to the purchasing card.  
· Appropriate Approval Signatures
· Agenda with Times and Date
· Business Purpose
· Participant list (by name and affiliation)
· Itemized invoice/receipt
· Cost breakdown for food.  The limits for an event held in Wisconsin are $12.00 breakfast, $10.00/break, $18.00/lunch, and $30.00/dinner 

Catering documentation and info
· Is the Caterer approved?  See the following link to check: http://www.uwex.edu/business-services/policy/doc/policy20.pdf
· Sponsored Event Form at (http://www.uwex.edu/business-services/forms/documents/SponsoredEventsForm.pdf).  This form is optional, but it does list all items, signatures needed as back-up material to the purchasing card.  
· Did you attach an agenda/conference brochure/meeting notice?
· Did you add the list of participants included if this is not a public presentation or open to the public?

CONTACTS

UW Extension Purchasing Card Administrators (PCAs)
Jean  Storandt
432 North Lake Street, Rm 104
Madison, WI 53706-1498
Phone: (608) 265-6645
E-Mail:  jean.storandt@uwex.edu

Luke Maroney
432 North Lake Street, Rm 104
Madison, WI 53706-1498
Phone: (608) 890-4661
E-Mail: luke.maroney@uwex.edu


Any questions for Purchasing should be emailed to the general email address at        uwcxpurchasing@uwex.uwc.edu

Any questions for Accounting should be emailed to the general email address at uwexaccounting@uwex.edu
U.S. Bank Cardholder Customer Service available 24 hours a day, including weekends Phone: (800) 344-5696 - call if card is lost/stolen after hours

				
Examples of the most common problems Purchasing has seen on the PCard activity logs
· Sponsored Event Form – This form is optional, but it does list all items, signatures needed as back-up material to the purchasing card.  Supervisor signature, agenda, participant list, event purpose, cost breakdown for food are items that are especially needed. 
· Lack of Brochure/Agenda – you must include with your documentation if attending a meeting or conference.  This should be attached to your air fare, hotel bill, and registration.  If all of these charges are in one log you only need to provide one copy, but if these charges are not in the same log, you must put a copy of the documentation with each invoice/charge. 
· Check for mandatory contracts – especially for furniture and signage.  The signage contracts includes items such as banners and name tags.  List the contract number on the Cardholder Activity Report or Log Form.
· The mandatory contract with Shop@UW must be used for office supplies. 
· Parking charges.  Only overnight parking at a hotel or airport is allowed on the purchasing card.  All other parking is to be reimbursed via an eTER.
· Using vendors for services who have no high risk insurance on file (i.e., caterers, plumbers, installers, etc).
· Tax being charged.  Usually gas station related purchases and Amazon.com.

