PURCHASING CARD DOCUMENT

Subject: IUP Purchasing Card Program Document
(See IUP Purchasing Card Program Procedural Guidelines for detailed
procedures. This document and all other Purchasing Card documents and forms

are located at www.iup.edu/purchasingcard






Computer equipment (any $ amount), including but
not limited to computers, laptops, iPads, tablets and
printers that have the capacity of retaining data and
will require an ECCN tag because they are Export
Control items. These items must be purchased
through Procurement and must be delivered directly
to Shipping and Receiving.

5. DEFINITIONS:

Financial Manager: Employee authorized to initiate or approve expenditures out
of a specific SAP Cost Center or WBS.

Monthly Purchase Limit: A dollar amount limitation of all Purchasing Card
transactions of a designated cardholder within the same transaction month

(cycle).

Purchasing Card: University Mastercard to be used for official university
business purchases of eligible items.

Purchasing Card Administrator: The person responsible for management of
the program, including approval or coordination of approval of all policies,
procedures, and requests for card issuance.

Purchasing Cardholder:  Employee who has been issued a Purchasing Card
and who is authorized to make purchases in accordance with these procedures.

Single Purchase Limit: A dollar amount limitation on a single purchasing
transaction.

Vendor:



10. Completing monthly expense report and identifying SAP cost center or WBS to be
charged for each item purchased.
11. Safeguarding his/her Purchasing Card.

12. Reporting lost/stolen Purchasing Card immediately according to Purchasing Card
Procedures.



