Save to your computer.  Complete knowledge assessment in Word.  

Attach to an email addressed to purcard@uvm.edu
UVM Purchasing Card
Knowledge Assessment
	Name:                                                                     Telephone Number:       
Department:                                                             Email Address:       

Campus Address:                                                    Date:       

	Question 1  What is the average cost to process a UVM purchase order?                                                    

 macrobutton checklist(  FORMCHECKBOX 
 $329.95           FORMCHECKBOX 
 $112.00           FORMCHECKBOX 
 $75.00           FORMCHECKBOX 
 $39.95


	Question 2  What are the advantages of using a Purchasing Card? (check all that apply)                                      
 FORMCHECKBOX 
 It is widely accepted by most businesses.
 FORMCHECKBOX 
 It improves order accuracy.
 FORMCHECKBOX 
 It helps to obtain goods more quickly.  
 FORMCHECKBOX 
 The supplier typically receives payment within 72 hours. Ordinarily, invoices passing through Procurement Services are paid in 30 days.


	Question 3  To what and/or whom is every PurCard assigned? (check all that apply)                                                   
 FORMCHECKBOX 
 A Dean or Department head  
 FORMCHECKBOX 
 A UVM chartstring  
 FORMCHECKBOX 
 University employee  


	Question 4  Which of the following is used to track and reconcile PurCard transactions?                            
 FORMCHECKBOX 
 Purchasing Card journal report and Mellon statement
 FORMCHECKBOX 
 Multiple check request form 
 FORMCHECKBOX 
 Recycled paper on or near my desk  
 FORMCHECKBOX 
 Transcript request form  


	Question 5  Which of the following are acceptable ways to ensure the security of your PurCard? (Check all that apply)
 FORMCHECKBOX 
 Putting the card number on my bulletin board.                                  
 FORMCHECKBOX 
 Putting a sticker with my card number on the bottom of my keyboard.
 FORMCHECKBOX 
 Keeping the card in my locked desk.
 FORMCHECKBOX 
 Sending the card number to coworkers in an e-mail.


	Question 6  Which of the following limits/restrictions apply to the UVM PurCard? (check all that apply)               
 FORMCHECKBOX 
 $4999.99 per transaction  
 FORMCHECKBOX 
 $25,000 per cycle  
 FORMCHECKBOX 
 Authorized cardholders only  
 FORMCHECKBOX 
 UVM business only
 FORMCHECKBOX 
 MCC codes designated for UVM business


	Question 7  Which of the following may NOT be purchased with the UVM PurCard? (check all that apply)         
 FORMCHECKBOX 
 Animals           FORMCHECKBOX 
 Capital items           FORMCHECKBOX 
 Radioactive materials and chemicals  


	Question 8  Which of the following are preferred purchasing methods at UVM? (check all that apply)                   
 FORMCHECKBOX 
 Regular Purchase Order           FORMCHECKBOX 
 Purchase Order Check          

 FORMCHECKBOX 
 Limited Purchase Order            FORMCHECKBOX 
 Purchasing Card  


	Question 9  When placing an order, you should identify yourself as a UVM employee, and also provide which of the following? (check all that apply)                                                                                                                                                
 FORMCHECKBOX 
 Delivery Address, if items are being shipped.                        FORMCHECKBOX 
 Billing address.  
 FORMCHECKBOX 
 VT sales tax exempt status.                                               FORMCHECKBOX 
 PurCard number and expiration date.  


	Question 10  When your order is received, for which of the following should you check? (Check all that apply) 
 FORMCHECKBOX 
 The order is filled correctly.                                   FORMCHECKBOX 
 You have received an invoice with pricing.
 FORMCHECKBOX 
 A packing list accompanies your order.                  FORMCHECKBOX 
 Sales tax was not charged.  


	Question 11  Approximately when are monthly statements received from Mellon Bank?                                
 FORMCHECKBOX 
 Approximately ten days after the end of the cycle.                   FORMCHECKBOX 
 The 15th of the month.  
 FORMCHECKBOX 
 On the eve of the new moon.                                                    FORMCHECKBOX 
 The second Tuesday of each month.  


	Question 12  Which of the following are NOT appropriate uses for the PurCard? (check all that apply)               
 FORMCHECKBOX 
 Restaurants                                             FORMCHECKBOX 
 Purchasing personal items ("I'll pay it back tomorrow").   
 FORMCHECKBOX 
 Purchases greater than $4,999.99.            FORMCHECKBOX 
 Multiple purchases to avoid the $4,999.99 transaction limit.  


	Question 13  Which of the following are required for reconciling your PurCards? (check all that apply)                 
 FORMCHECKBOX 
 A new PurCard journal report for each cycle.                         FORMCHECKBOX 
 Priced invoices.  
 FORMCHECKBOX 
 No Vermont sales tax on any purchases.                               FORMCHECKBOX 
 Authorized signature for each chart string   
 FORMCHECKBOX 
 Return of PurCard journal report to Procurement Services within ten days of receipt of statements.  


	Question 14  When a Purchasing Card defaults to a grant or project, which of the following are true? (check all that apply)                                                                                                                                                                                                         
 FORMCHECKBOX 
 All rules and requirements under the grant must be adhered to.  
 FORMCHECKBOX 
 Reallocation of PurCard expenses must occur within the month the journal is created.  
 FORMCHECKBOX 
 All transactions are given extra special review.  


	Question 15  When must reconciled PurCard journal reports be sent to Procurement Services? (check all that apply)                                                                                                                                                                                                                                                                                                                                                                                                                                                
 FORMCHECKBOX 
 When the cycle ends.
 FORMCHECKBOX 
 Up to ten days after I receive the statement from Mellon Bank.
 FORMCHECKBOX 
 When reconciliation and reallocation are complete.  


	Question 16  Procurement Services requires the PurCard journal report for what primary reason?             
 FORMCHECKBOX 
 All accountants are obsessive-compulsive.  
 FORMCHECKBOX 
 Procurement Services is all-controlling.  
 FORMCHECKBOX 
 For audit requirements and documentation must be held for seven years.  


	Question 17  What will happen if there is no activity during a billing cycle? (choose one)                                         
 FORMCHECKBOX 
 A statement will be sent indicating no transactions for the cycle.  
 FORMCHECKBOX 
 No statement will be sent by Mellon Bank.  
 FORMCHECKBOX 
 You will receive a note of thanks from Procurement Services.  


	Question 18  Which of the following are true about credit invoices?  (check all that apply)                                         
 FORMCHECKBOX 
 Credits may or may not be reflected in the same billing cycle as the charge being adjusted.
 FORMCHECKBOX 
 Invoices are required to document credits on the journal report.

 FORMCHECKBOX 
 Replace the original invoice in PurCard journal report with a photocopy and an explanatory note if vendor needs the original.  


	Question 19  When is a note of explanation important? (check all that apply)                                                                     
 FORMCHECKBOX 
 For any Business Meals, Hospitality, and Amenities expense
 FORMCHECKBOX 
 For any expense that a purchasing card auditor would question.  
 FORMCHECKBOX 
 For any travel expense.



	Question 20  Which of the following are true about MCC codes?  (check all that apply)                                                  
 FORMCHECKBOX 
 MCC stands for Merchant Category Code.
 FORMCHECKBOX 
 The MCC is used to categorize purchases made with the PurCard.
 FORMCHECKBOX 
 Merchant Category Codes may be "opened" or "closed" to permit or deny authorization to purchase from                   certain kinds of businesses.


	Question 21  Failure to comply with policies set forth in the cardholder’s manual could result in: (check all that apply)
                                                                                                                                                                                                                  
 FORMCHECKBOX 
 Temporary suspension of PurCard privileges.
 FORMCHECKBOX 
 Cancellation of PurCard privileges.  
 FORMCHECKBOX 
 Assignment of your wages to cover non-qualifying purchases.
 FORMCHECKBOX 
 Walking a plank extended from a window in the Procurement Services' office. 


	Question 22  Procurement Services examines your submitted PurCard journal report and documentation for: (check all that apply)                                                                                                                                                                                 

 FORMCHECKBOX 
 VT sales tax  
 FORMCHECKBOX 
 Business meals explanations  
 FORMCHECKBOX 
 Amenities explanations  
 FORMCHECKBOX 
 Travel expense documentation


	Question 23  PeopleSoft access allows a user to perform which of the following: (check all that apply)               
 FORMCHECKBOX 
 Reallocation of charges, from the default chart string assigned to each card, to other chart strings or accounts.
 FORMCHECKBOX 
 Splitting a charge by reallocating portions of the total among several chart strings.  
 FORMCHECKBOX 
 Printing of journal report with cardholder name, and information boxes for travel and business meals.



	Question 24  How much time does a cardholder or their designate have to complete reallocation of a charge on-line?                                                                                                                                  
 FORMCHECKBOX 
24 hours  
 FORMCHECKBOX 
72 hours  
 FORMCHECKBOX 
 Reallocation must be completed within the same month that the PurCard journals are created.
 FORMCHECKBOX 
30 days  


	Question 25  How can reallocations be performed if they are not done prior to journal posting in PeopleSoft?
                                                                                                                                                                         
 FORMCHECKBOX 
 They cannot be.
 FORMCHECKBOX 
 A journal entry and explanation must be submitted in PeopleSoft.  
 FORMCHECKBOX 
 A special dispensation from the Program Administrator must be sought and granted.
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When does the monthly PurCard cycle end?                                                                           
 FORMCHECKBOX 
 The 1st (first) of each month, or the following business day.  
 FORMCHECKBOX 
 The 27th of each month, or the following business day.  
 FORMCHECKBOX 
 The 30th (thirtieth) or last day of each month (whichever comes first), or the following business day.  
 FORMCHECKBOX 
 Third Thursdays in months that end in a consonant, final Fridays the rest of the time.  
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