P-Card Review & Approval Process Workflow
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Print Reviewed


Expense Report





Send Email Notification to Approver








Custodian





Cardholder 1





Cardholder 2





Cardholder





Gather Receipts & P-Card TERs





P-Card TER





Receipt





Receipt





Receipt





Reconciles & Reviews transactions





Adds TER business purpose & attendees and other required info to Expense Description





Attach Receipts 


to Expense 


Report





Reviews transactions for appropriate business expense and marks “approved” in CCOR





P2





Returns the 


Expense Report and attached receipts to the Custodian





Approver








Deadline=3-4 business days after statement close.  See schedule





Are additional approvals or receipts required?





Throughout the month, either daily or weekly





Throughout the month, either daily or weekly





Throughout the month, either daily or weekly





After statements are closed and transactions are approved online 





If you need extra time to get additional required approvals, Do this more often (on the 15th of every month) in addition to end of statement.  i.e. Grants





Custodian





Deadline=2-3 business days after statement close.  See schedule





Deadline=3 business days after statement close.  See schedule





Print Approved


Expense Report





Attach Receipts 


to Approved Expense 


Report





File


Keep minimum


 of 18 months





Print Approved


Expense Report for your records





Print P-Card Routing Form





Determine which receipts need to be attached to P-Card Routing Form and make a copy of them for your records.





Attach receipt copies and remaining original receipts to Approved 


Expense Report





Attach original, required receipts 


and route 





Need 


VP to sign?





Approve/sign Routing Form








Area VP








Deadline = must be received in Controller’s no later than 3 business days after Approver deadline. 


(1 day+2 for routing).  See schedule  












































Deadline=X business days after month-end close
































P2





No





Yes





File


Keep minimum


 of 18 months





No





Yes














Send Routing Form to the Controller’s Office





Send Routing Form w/receipts to VP
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