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P-CARD ACKNOWLEDGMENT FORM 

 
 
 
As a Cardholder, I agree to comply with the terms and conditions of this Agreement and the provisions of the 
VSC Policies & Procurement Card Program Manual available to me on the VSC website. I confirm that I have 
read and understand all provisions including the Code of Conduct. I further understand that attendance at training 
is mandatory prior to a P-Card being released to me.  
 
As a Cardholder, I agree to accept responsibility and accountability for the protection and proper use of the Card as 
outlined in this Agreement and the Manual. I understand that the P-Card is intended for the purchase of items for 
College related business. I further understand that the VSC will audit the use of the Card and it is my responsibility 
to verify the accuracy of the monthly transactions. I understand that I am accountable for all charges made to the 
Card. If the Card is lost, stolen or misplaced, I understand that it is my responsibility to immediately notify the 
Bank and the P-Card Administrator.  

As a 
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1  Cardholder Setup & Activation 

1.1 Overview 

 

The P-Card program is designed to assist the Vermont State Colleges (VSC) in reducing its reliance on small dollar 
purchase orders, petty cash funds, employee advances and special checks, and reduce the need to use personal funds 
for business purposes. The program should help increase your turn-around time in the fulfillment of orders, provide 
greater flexibility and reduce paperwork. The P-Card is a VISA credit card product issued by Bank of America 
(BOA). It is designed to complement the Ellucian Financial System. The Accounts Payable and Finance 
Departments are responsible for implementation, maintenance, program compliance, auditing, issuance of P-Cards, 
and assistance for the P-Card program. Only employees of the VSC are allowed to participate in the program. In 
some special situations student government/workers may be eligible for a purchasing card. Each cardholder has the 
responsibility to review, reconcile and submit their monthly expense log with the appropriate receipts and signatures 
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3 Recordkeeping & Reconciliation 

3.1 Overview 

 

The P-Card will help eliminate the time and effort spent on generating purchase requisitions and processing 
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3.5 Key Dates   

 

Accounts Payable must receive the cardholderôs reconciled expense log with the appropriate documentation and 
approvals by the last business day the month. 

Any expense logs deficient of the proper approvals and documentation will be returned to the cardholder to be 
resubmitted appropriately. If a cardholder is delinquent in submitting their reconciled expense log to Accounts 
Payable, the Dean of Administration or designee, will review their status as a participant in the program and may 
suspend their privileges until an adequate resolution is achieved. 

 
3.5.1 Month end posting cycle by the bank is the 20th each month or the previous business day. 
3.5.2 Cardholder allocates, signs off, and submits the reconciled expense log with appropriate documentation 

for approval by the last business day of the month. 
3.5.3 VSC posts transactions for each cardholder account to the general ledger on the last business day of each 

month. 
3.5.4 Payment is made by the VSC to the bank for the monthly transactions within 30 days of statement. 

 

 

4 Disputed Transactions 

4.1 
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5 Account Maintenance 

5.1 
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8 Lost or Stolen Cards 

8.1 Overview 

 

If your card is lost or stolen, you must immediately contact the Bank and your Collegeôs P-Card Administrator. 
The cardholder should also complete a college incident report (if applicable) documenting the card was lost or 
stolen and the date that it was noticed missing. Upon notification, the card will be suspended immediately and 
any charges posted to the account after the ñmissing dateò will be denied. A new card will be requested with the 
indication that the card is a replacement. After notification is received by the P-Card Administrator it will take 
approximately 10 days to reissue a replacement card. 

8.2 Card Security Tips 

 
The following are some basic security measures that cardholder should use to guard against fraud. 
 
8.2.1 Sign your card as soon as it arrives. 
8.2.2 Keep the card in a secure location. 
8.2.3 Do not lend your card to anyone. 
8.2.4 Be aware of what you are signing. 
8.2.5 Save receipts and statements in a secure area. 
8.2.6 Visit reputable, familiar merchants whenever possible. 
8.2.7 A canceled card should be returned to the P-Card Administrator. 
8.2.8 Do not provide your card account number to unsolicited marketing calls. 

8.3 Contact List 

 
8.3.1 Cardholder Customer Service: 1-888-449-2273 

Collect Outside the U.S.: 509-353-6656  
8.3.2 Local P-Card Administrator ï Contact your Accounts Payable or Finance Department.  

 
 

 

 

  


