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Purchasing Card


Policy Statement 

Harvard Purchasing Cards (PCards) are University-liability credit cards issued in the names of authorized, trained individuals to purchase certain eligible goods and services in support of Harvard University.  Only eligible direct University business expenses may be charged to the PCard; personal purchases are strictly prohibited.  All PCard transactions must be supported by a detailed business purpose and by proof of purchase documentation.  All transactions must be reviewed in the PCard Settlement system before they are swept by a person other than the cardholder. Improper use of the PCard, including use of the PCard for personal purchases, may result in disciplinary action up to and including termination of employment.

Reason for Policy 

The PCard’s efficiency and ease of use reduce administrative burdens on the University but also expose the University to risk. Potential risks associated with the PCard program include inappropriate card use, internal and external fraud, inappropriate general-ledger-coding allocation, non-compliance with IRS rules, and reputational damage to the University. This policy ensures that sufficient controls are in place to mitigate these risks.

Who Must Comply 

All Harvard University schools, tubs, local units, Affiliate Institutions, Allied Institutions and University-wide Initiatives must comply. 


Procedures 

These Procedures are divided into five primary sections.  A cardholder (or card applicant) should direct questions to his or her PCard local administrator (a list of local administrators by tub is available on the PCard website, at http://cardservices.harvard.edu/home. 

I. How to Obtain a PCard
II. Procedures for Cardholders
III. Procedures for Reviewers
IV. Procedures for Local PCard Administrators
V. Allowable, Restricted, and Prohibited Purchases
VI. Required Training
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1. Confirm eligibility.
A. Employees: with proper approvals, Harvard employees are eligible to apply for a Harvard Purchasing Card.
B. Other individuals: at individual tubs’ discretion, the following individuals may apply for a Harvard Purchasing Card with proper approvals
a. Affiliated hospital employee
b. Harvard University graduate student
c. Harvard University undergraduate student (requires financial dean approval; student must purchase routinely for the University)
C. The following individuals are ineligible:
a. Monthly External Post-Doctoral Students (MEPs) 
b. Non-employee consultants and other contractors

2. Submit an application.
A. Complete and sign a PCard application form.
B. Obtain the signature of supervisor on the application form (and financial dean’s signature if necessary).
C. Submit the completed application form to the appropriate local PCard Administrator.

3. Receive the PCard.
A. Receipt of the card will take approximately 2-3 weeks. 
B. The local PCard Administrator provides cards to applicants after the applicants have completed training.
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1. Understand cardholder responsibilities.
A. Read and understand this policy in full.
B. Complete the required online PCard and ROPPA trainings. Applicants must successfully complete training before a PCard will be issued.
C. Applicants’ local PCard Administrators will contact them about any additional local PCard training requirements. 
D. PCard privileges may be suspended or revoked for misuse or for failing to comply with this policy.

2. Safeguard the PCard.
A. Protect the PCard from loss and theft.
B. Don’t allow others to use your PCard.
C. Notify the card provider and relevant local PCard Administrator immediately if the PCard is lost or stolen or if fraudulent activity occurs.
D. Return the PCard and any outstanding receipts to your local PCard Administrator (or other designated contact) if you leave your department or cancel the card for any reason.
E. Transfer all standing orders/recurring transactions to a replacement PCard account if your card is lost, stolen, or canceled for any reason.
F. As a best practice, consider suspending your card if you will be out of the office for a significant amount of time (e.g., maternity or other leave).

3. Make allowed purchases only.  The PCard must be used only for direct University business expenses within pre-approved spending limits.  See Section V, Allowable, Restricted and Prohibited Purchases, for details.

4. Get receipts for purchases.  PCard holders must get and provide receipts for all purchases as required. University policy requires receipts for purchases of $75 and above. Note: school/unit policies or sponsor requirements may require receipts for expenses under $75; please check with your local PCard Administrator for more information. Approvers must ensure that expenses of any amount are legitimate University business expenses and all purchases must have a complete business purpose.  

A. The receipt must include the following information: 
a. Date of transaction 
b. Name of merchant 
c. Transaction details (what was purchased)
d. The amount of purchase 
e. The form of payment used
f. Indication that the amount was paid

B. Examples of receipts are below.  Originals are preferred when a paper receipt is issued, but copies are acceptable if originals are not available. Electronic/emailed receipts are also acceptable.
a. Detailed cash or sales receipts 
b. Packing slips with a dollar amount 
c. Subscription or dues forms 
d. Conference registration forms 
e. Statement-of-work reports from suppliers 
f. Photocopies of software mail-order forms 

C. For purchases where no receipt is generated (e.g., a recurring subscription expense or other standing order), a copy of the associated monthly cardholder statement and a complete explanation of the expense must be kept according to local procedures. 

D. For purchases where a receipt is issued but then lost: for purchases equal to or greater than $75, cardholders must complete and submit a Missing Receipt Affidavit.

5. Review charges weekly. 
A. Cardholders must review their charges weekly and provide a detailed business purpose for each transaction. While Cardholders may delegate detailed review to a designee, Cardholders remain responsible for all charges on their card. Even if detailed review is delegated, Cardholders should still ensure all charges are familiar and reasonable.  Cardholders can do this in various ways, for example, by logging into the PCard Settlement System or by reviewing a printed statement, which designees can provide.
B. Each business purpose must include: 
a. Who incurred the expense or who benefitted; specific names of individuals/groups are required. 
b. What the expense entailed (e.g., item purchased or activity conducted) 
c. Why this is a Harvard expense (i.e., specific reason, purpose) 
d. Where the event or activity took place (if not apparent in transaction detail or receipts) 
e. When the event or activity occurred (if not apparent in transaction detail or receipts) 

6. Provide documentation to reviewers promptly. 
A. Cardholders must provide the required proof-of-purchase documents to reviewers before the transactions are swept. 
B. Check with your local PCard Administrator for additional tub policies/requirements.

7. Cancel your card if you change departments or leave the University. You must cancel your card; it will not automatically cancel once you leave Harvard. Be sure to provide receipts for any outstanding purchases before leaving the University.

8. See Appendix A, Common PCard Related Situations and Information, for more detailed guidance on meals and sales tax charges, disputing charges, increasing spending limits, etc. 
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1. Understand reviewer responsibilities before performing duties.  Reviewers are responsible for verifying that all PCard transactions are legitimate University expenses and for taking action on questionable charges.  
A. Read and understand this policy. 
B. Complete the required online PCard and ROPPA trainings.
C. Contact the local PCard Administrator to discuss any additional local PCard training and/or policy requirements.
D. Note that temporary employees (including both agency temps and Harvard temps) cannot be the sole or final reviewer of PCard charges.  Contact Card Services for details.

2. Reviewers must review PCard transactions before sweep. The PCard weekly sweep usually runs at 3pm on Thursdays; sweep time may change for holidays, etc. 

A. Each week, review all transactions in the PCard settlement system to ensure charges are legitimate. 
B. Verify that each transaction to be swept in the settlement system:
a. Is an allowed, legitimate University PCard expense in accordance with this and other University policies;
b. Has a complete detailed business purpose entered into system; and
c. Has supporting proof-of-purchase documentation from the cardholder. 


C. Ensure there is a detailed business purpose is required for each transaction. Each business purpose must include: 
a. Who incurred the expense or who benefitted; specific names of individuals/groups are required. 
b. What the expense entailed (e.g., item purchased or activity conducted) 
c. Why this is a Harvard expense (i.e., specific reason, purpose) 
d. Where the event or activity took place (if not apparent in transaction detail or receipts) 
e. When the event or activity occurred (if not apparent in transaction detail or receipts) 
f. If using a third party payment service, like PayPal, include the ultimate vendor’s name in the business purpose.
g. Examples of acceptable business purposes: 
1. Sam Jones and Kris Doe 1.2.2016 lunch at John Harvard’s in Cambridge to discuss Oracle project 
2. Flowers for Jane Smith retirement gift after 25 years of service 3.14.16 

E. Be aware of potential misuse.  The following situations are examples of misuse of the PCard:
a. Personal misuse:
1. Purchases for the sole benefit of the employee
2. Use of the Purchasing card by a suspended or terminated employee
3. Frequent Missing Receipt Affidavits (MRAs) in lieu of receipts

b. Administrative misuse:
1. Lack of proper and timely reconciliation of individual cardholder account
2. Splitting an order to circumvent the single transaction limit
3. Use of the Purchasing card for commodities restricted by policy

F. A reviewer should report suspicious activity to the relevant local PCard Administrator or tub Financial Dean’s office. Confirm that all transactions are charged to the appropriate general ledger accounts and make changes if necessary.

G. Confirm or correct the general ledger coding of all transactions in the PCard settlement system.  When charging against a restricted fund, ensure all charges are consistent with sponsored or donor restrictions.

H. Mark all transactions as “reviewed” in the PCard Settlement System under your name (not the cardholder’s name). 

3. Keep required documentation. Reviewers must ensure they have proof of purchase documentation from the Cardholder kept locally and that they can readily support charges in case of audit. See the University’s General Records Schedule.

4. Address unreviewed charges. While Harvard requires all PCard transactions be reviewed in the PCard settlement system before being swept, the settlement system cannot prevent an unreviewed PCard transaction from being swept on its scheduled sweep date. It is understood that a very small percentage of unreviewed transactions may sweep each week due to sudden employee absence or other factors. These charges must be addressed and documented as soon as possible after the sweep.

A. Ensure that any transactions that are swept without review are supported by:
a. Detailed business purposes that are written on the printed Settlement System Report; and
b. Required documentation, retained in accordance with this policy, in the event of an audit

B. Prepare journal vouchers to correct incorrect general ledger coding, if necessary.  Detailed notations of coding corrections must be written on the printed Settlement System Report.

C. Tubs may revoke PCards from users if transactions are not properly reviewed.


5. Assist with resolving any outstanding charges for terminated employees.

6. Appoint backup approvers, as appropriate. Ensure sufficient backups to cover vacations and unexpected absences.
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1. Understand both cardholder and reviewer responsibilities. 
A. Read and understand this policy. 
B. Complete the required online PCard and ROPPA trainings.
C. Work with Financial Deans office to determine any additional local PCard training and/or policy requirements for cardholders and reviewers.

2.  Program Administration
A. For new cardholder applicants: confirm eligibility, confirm supervisor approvals, determine credit limits, submit application, and distribute card to cardholder upon arrival.
B. Arrange with Card Services for the cancelation and replacement of lost, damaged or stolen cards.
C. Promptly request that Card Services cancel PCards of terminated employees; cards are not automatically shut off upon an employee’s termination.
D. Ensure outstanding receipts are collected and PCards are destroyed when a Cardholder terminates or when a PCard is canceled.
E. Monitor credit limits and ensure change limit requests are approved by the Cardholder’s department administrator before requesting changes from Card Services.
F. Monitor declined charges and ensure compliance with PCard policy.
G. Determine access rights to PCard settlement system in accordance with local business processes.
H. Authorize and request PCard reviewer access in Oracle
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1. Allowable expenses: PCards are generally used for low-dollar, high-volume, non-travel business expenses that can’t be purchased via HCOM. PCard can be used for Harvard business-related retail point-of sale purchases at campus restaurants where payment by 33-digit code is unavailable. Individual schools may have more restrictive PCard policies; check with your tub finance office for more information.

2. Allowable with restrictions: 
A. Gasoline for Harvard-owned vehicles only 
B. Purchases made with Paypal, but must include name of ultimate seller/vendor in the business purpose
C. The following travel and entertainment expenses are allowable (within the guidelines of the Travel & Reimbursement Policy) but the preferred method of payment is the corporate card: 
a. Taxis (including UBER)  
b. Sedan Services and UBER Black 
c. Conference fees
d. Business meals and allowable entertainment in the Boston/Cambridge area only

3. Prohibited Purchases:
A. Personal purchases of any kind
B. Split transactions to circumvent the single transaction limit
C. Gift cards/gift certificates of any amount
D. Gifts for employees or students equal to or greater than $75
E. Travel and Entertainment:
a. Airline tickets
b. Travel agency charges
c. Hotel stays
d. Gasoline for vehicles not owned by Harvard
e. Theater tickets for entertainment purposes (tickets for academic/teaching purposes are allowed on the Pcard)
f. Airline club fees or airline memberships
g. Railroad tickets
h. Bus tickets
i. Cruise ship tickets
j. Rental cars, including Zip Car
F. Cash advances
G. Travelers checks
H. Prescription drugs and controlled substances
I. Hazardous materials

If you have any questions regarding these restrictions, or the appropriate use of the Purchasing Card, please contact your local PCard administrator or email Card Services at pcard@harvard.edu. 
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1. All PCard applicants are required to successfully complete online PCard and ROPPA trainings prior to receiving a PCard.
A. An applicant’s local administrator will contact the cardholder about any additional local PCard training requirements and when and where to pick up the PCard.  
B. Receipt of the card will take approximately three weeks and will be provided to the cardholder by his or her local administrator.  
C. Cards will not be issued unless training has been successfully completed. 

2. All PCard reviewers must read and understand this policy before performing his or her duties as reviewer.
A. Reviewers are required to successfully complete online PCard and ROPPA trainings prior to assuming the role of reviewer.  
B. A new reviewer should contact his or her local PCard administrator to discuss any additional local PCard training and/or policy requirements.

3. All local PCard Administrators must successfully complete online PCard and ROPPA trainings prior to assuming the role.  In addition, new local PCard administrators must contact Card Services before assuming their role, and before leaving their role, to assure clear and consistent communication between Central and local units. 


Responsibilities and Contacts 

PCard Holders:  Cardholders are responsible for all charges made on their card. PCard holders must read, understand and follow this policy and accompanying procedures.  Pcard holders are primarily responsible for purchasing only eligible commodities as described in this document; for obtaining the required supporting documentation; and for ensuring charges to restricted gifts, restricted endowments, and sponsored funds are in accordance with the terms and/or conditions of the fund.  Cardholders with questions about whether certain expenditures are allowed on restricted funds must direct questions to their local sponsored administration office or tub financial dean’s office, as appropriate.  Cardholders must ensure all transactions are familiar and reasonable, perform a detailed review or delegate detailed review to a designee, and provide all receipts to a reviewer before the transactions are swept.

PCard Reviewers:  Pcard reviewers must read, understand, and follow this policy and accompanying procedures.  PCard reviewers are primarily responsible for reviewing PCard transactions in the online PCard settlement system and for ensuring the accuracy of the general ledger coding and the detailed business purposes required for each transaction.  Reviewers must review and retain original documentation in accordance with this policy while monitoring the use of Missing Receipt Affidavits.  When coding to a sponsored or other restricted fund, reviewers must contact their local sponsored administration office of tub financial dean’s office if they are in doubt about whether an expense meets the terms and/or conditions of the fund.

PCard Local Administrators:  Pcard local administrators must read, understand, and follow this policy and accompanying procedures.  Local administrators are primarily responsible for establishing a network of PCard reviewers in their areas, for reviewing cardholder applicant qualifications, for monitoring local PCard transaction activity and for generally ensuring local compliance with this policy and with local Pcard policies and procedures.  PCard local administrators are the first point of contact for cardholders and reviewers with questions on this policy, to ensure local administrators are aware of such questions and to ensure consistent guidance is provided within each tub.

Tubs:  Tub financial deans or equivalent tub financial officers are responsible for ensuring that local units comply with this policy and accompanying procedures, principally by appointing local administrators to monitor PCard reports and establish local procedures  supporting this policy.  These local procedures include establishing a network of PCard reviewers with PCard settlement system access, and annually reviewing that network for appropriateness of privileges.  Local units must also identify individuals who, based on job requirements, have an appropriate business need for a PCard.  At their own discretion, tubs may impose greater but not less control than required by this policy.

Reimbursements & Card Services (RCS) within Strategic Procurement, is responsible for maintaining the University’s PCard policy, for developing formal PCard training in conjunction with the Center for Workplace Development, for monitoring PCard program compliance with University policies and IRS regulations, and for supporting PCard local administrative units.  Contact: Reimbursements and Card Services Office: 
T: (617) 495-7760, option 1 or http://cardservices.harvard.edu/home 

Risk Management and Audit Services (RMAS), within the Office of the Vice President for Finance, is responsible for performing departmental audits, which include reviews of PCard transaction data and documentation. RMAS provides PCard compliance evaluations to local units and University Financial Services. Contact: http://rmas.fad.harvard.edu/, or T: (617) 495-3642. 


Definitions

Entertainment expenses: charges for outings to venues such as theaters or sporting arenas when a business discussion takes place during, immediately before, or immediately after the event. 

Proof of purchase documentation: another term for “receipt,” which is defined below

Receipt: a paper or electronic document that contains:  the transaction date, the name of merchant, the transaction details (what was purchased), the form of payment used, the amount of purchase, and indication that the amount was paid

Reviewer: an employee assigned by a Local PCard Administrator to ensure tub compliance with PCard policy. Reviewers are primarily responsible for ensuring that PCard transactions are properly supported and reviewed in the settlement system by someone other than the cardholder. 

Settlement System: Harvard’s web-based PCard reconciliation system. 

Sweep: a process that takes transaction information (including business-purpose and account-coding information) from the settlement system and imports it into Harvard’s general ledger.  Sweeps are usually run once a week, on Thursdays, though weekly sweep schedules change due to holidays, fiscal-year end, and other factors. 

Related Resources

Card Services’ PCard Page 
PCard Training 
PCard Application Form
Harvard University Credit Card Services

Independent Contractor Classification

ROPPA Policy
ROPPA Training 
Missing Receipt Affidavit
Employee Gift and Celebratory Events Policy 
Fellowship Payments and Reimbursements for Students and Non-employee Postdocs/Fellows
Fellowships Toolkit
Revision History

[bookmark: _GoBack]12/5/2016: added procedures for Local PCard Administrators, clarified procedures for other roles, allows use of PCard for certain travel expenses and for campus restaurants and campus parking; removed restriction on purchase of animals; added definition of receipt and proof of purchase documentation

6/30/2013: updated format and treatment of Massachusetts meals tax; allows copies, scans or faxes of receipts if originals are not available.

12/5/2014: updated name change procedures

Appendices

Appendix A: Common PCard Related Situations and Information
Appendix B: Quick Reference - Suggested PCard Procedures
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