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Introduction:

The ProCard Program is designed to give departments a quick and efficient ordering system for small dollar purchases.  The ProCard is a MasterCard from JPMorganChase and is issued in an individual employee’s name for business purchases.  

The ProCard program relies on two roles within the department, the cardholder and the account manager.  Explained in more detail below, the cardholder is the individual who the card is issued to and the account manager is responsible for the monthly reconciliation of the ProCard.  
Frequently Asked Questions:
Q.  How can the ProCard benefit my department?

A.  The ProCard allows the department to place orders without a Purchase order, thus providing faster order processing, fast delivery and allows direct contact with the vendor.  Fewer requisitions are generated thus needing fewer approvals and fewer vouchers are created because the transactions are compiled on one monthly statement.

Q. What is the benefit to the University?

A.  Lower costs are a major benefit to the University and fewer Purchase Orders are required for small dollar orders. Fewer invoices and payments are also processed because the ProCard Program only requires one payment each month to the bank.
Q.  Who may apply for a ProCard and how?

A.  Any UTHSCSA employee may apply for the ProCard as approved by their VP, Director, Dean or Chair.  As ProCards are issued in the individual’s name, the cardholder should be the person actually placing the orders.  An application is available on the ProCard website. After applying for a ProCard, the cardholder and account manager must register for training.  Training information is available on the ProCard website.
Q.  Who may be an Account Manager?

A.  The account manager may be anyone designated by the department who can reconcile the monthly ProCard statement(s).  The Account Manager does not have to have signature or approval authority as the Department Head is still required to sign the monthly ProCard packet approving the purchases.
Q.  May we request a ProCard issued in the department’s name?

A.  No, ProCards are issued in an individual’s name and that person is responsible for placing orders on that card.  Cards are not to be shared or loaned to others within the department.  This is for the protection of the department and the University.
Q.  Can a department have more the one ProCard?

A.  Yes, in fact, it is encouraged.  Having more than one cardholder ensures that orders can be placed in a timely manner.
Q.  How are the charges allocated to the department?

A.  Each month, Accounting pays the credit card statement to the bank.  An IDT is completed automatically to the department.

Q.  Can the ProCard be used on multiple Project IDs? 

A.  Yes.  Although each ProCard is assigned a default PGID, the department’s account manager may allocate each charge to another PGID.

Q.  What other responsibilities are required?

A.  The Cardholder and Account Manager have unique responsibilities as listed below:

Cardholder Responsibility

· Employees must provide documentation (receipts) and business purpose for all purchases to the Department Account Manager.

· Must provide the vendor complete/detailed shipping instructions.
· All returns, credits, or disputed items will be the cardholder’s responsibility.

· Cardholder must make certain there is no Sales Tax charged.
Account Managers Responsibilities:
· May not be a cardholder and must be designated by the department.

· Account Managers collect all cardholder transaction receipts and any other pertinent documentation to be submitted to the Purchasing Office.  The receipts are reconciled monthly with the cardholder’s billing statement.

· Financial information and transaction explanations are entered into the online banking system. Information is used for IDT posting and reporting purposes.

· Monthly reports are generated at the end of each billing cycle to include the above information and submitted to the Purchasing Office. 

· Account Managers obtain signatures from the department Vice President, Director, Dean, or Chair approving the cardholder’s monthly transactions as well as any other authorized signatures.

· Account Managers will collect Pro Cards from terminating employees and submit them to the Purchasing Office

Q.  Who may I contact for additional information?

A.  The ProCard Website listed on the cover of this document is a valuable resource.  For prompt answers to your questions, you may also email ProCard Admin (ProCardAdmin@uthscsa.edu) or contact the ProCard Coordinator, Karen Schweiger, at 210-562-6216 or schweiger@uthscsa.edu. 
                                    Please see ProCard Manual for more details
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