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PurCard Team

• Holly LeBlanc, Program Administrator

• Ann Naylor, PurCard Specialist

• Becky Maglaris, PurCard Specialist

• Joanne Cheng, PurCard Specialist

• Lori Laquerre, PurCard Specialist

• Erin Fitzgerald, Director of Disbursement Center 



About the Card

The UVM Purchasing Card works just like an ordinary 
credit card.  Each card is assigned to a default chart 
string.

On a monthly basis, all cardholders or other 
designated employees must reconcile their card 
expenditures to a monthly statement from the Bank.

All cards are corporate liability.



About the Card

• Default single transaction limit of <= $2,500

• Default spending limit of <= $10,000/cycle

• Travel expenses charged to the card will not 
reduce your overall spending limit

• Cycle end date is 25th of the month



Responsibilities

• Mandatory training to receive a card

• Cardholder agreement

• Supervisor agreement
– Responsible for reviewing and approving the monthly 

journal.

– Can assign a designate in their absence.

– Designate must be a qualified person:
• A person who has appropriate understanding of the reasons 

of the purchase

• For example, for purchases in a lab, it should be the lab 
manager and not the business unit administrator



Business Purpose

• All PurCard transactions must have a clear 
business purpose

• All transactions must have as detailed a receipt as 
possible (except travel meals)

• If transaction is reallocated to sponsored project 
(GCA01), the cardholder must be able to 
demonstrate in the documentation that the 
transaction is:
– Allowable, allocable, and reasonable

– Direct tie to the scope of work



PeopleSoft Journals 

• Journals are created on the 2nd of each 
month.   

• Match the receipts, journal and bank 
statement.

- Bank statement not required in submission

• Receipts are attached to the journal report.



PurCard Journal Tips

• Purchasing Card journals have a journal source of 
PUR on the header tab.

• Journals with a source of PUR do NOT roll to the next 
month if not completed.
– That is why all PurCard journals must be completed by 

month end.

• If corrections need to be made to a posted PurCard 
journal, create a new journal.
– If there are many lines which need correction, copy the 

posted PurCard journal, change the journal source on the 
header tab to your departmental code AND delete the 
PurCard offset line with account 20050 on the lines tab.



Journal ID’s

• PurCard journal names and dates

– P###### where ###### = the last six digits of 
employee ID

• Finding PurCard journals by department





Reallocation



Reallocation



Reallocation

• Which account do I use?

– Always starts with a 6



Reallocation

• Mass changes of chart string values



Reallocation



Reallocation



Split Transactions

Use the + button to add line, to split transaction 
across multiple chart strings





Budget Checking

• Error messages

• Journal Status = E:  check the Error Tab  
– Journal out of balance (debits and credits are not equal)

– Invalid chart string combination, chart field value

• Budget Status = E:  click on the E
– Budget date out of bounds

– No budget exists

– Budget is closed

– Exceeds budget tolerance



BCEs on Sponsored Projects 

Budget Definition Type of Error Reasons

SP CHILD2 Budget Date Out of Bounds When a transaction is being posted to a project after 30 days from end date

SP CHILD2 No Budget Exists When a budget category doesn’t exist for a project and an expense is being 

posted to that category or an incorrect combination of chartfield values is 

being used

SP CHILD2 Budget is Closed When the budget category line has been closed in the budget attributes 

page.  This is done when the sponsor restricts certain expenses.

SP CHILD2 Exceeds Budget Tolerance When the budget category line has been set to control in the budget 

attributes page. This is done when the sponsor restricts certain expenses.

SP PARENT Exceeds Budget Tolerance When the combination of expenses and encumbrances exceed the total 

budget of the award. This looks at the total budget and expenses of cost 

share and sponsored categories.

SP PARENT Budget is Closed When an expense is hitting the project after the project has been final

reported on and closed.

SP PARENT No Budget Exists This could happen with new year projects, you will get this error even if the 

project is actually available in SP PARENT. A budget line needs to be finalized 

in the projects budget page before the project becomes “available” for 

expenses. 



Budget Checking

• Journal must be Valid, Valid to be able to 
Submit

• Submit the journal, Print the journal





Travel Policy

•Cardholder must provide the details of their trip.
- Clear business purpose

- Space provided on the journal report above the signature 
lines.

- No alcohol for travel meals

• Airfare
- Economy or basic economy

- travel insurance coverage

- Airfare purchases for non-employees

• Vehicle Rental for non-employees – insurance issues

• Trip cost comparisons



Business Meals

• Business Meal and Hospitality Activities

- Require attendees, location, and clear business 
purpose

- Itemized receipt

- If alcohol is being charged at a business meal, an 
approval letter from the Provost (or designate) or 
President must be attached.

- The meal is secondary to the meeting.

- Includes meals, refreshments, snacks



Contracted Vendors

• Many vendors with contracted pricing

• Variety of local hotels / lodging with pricing 
agreements

• Amazon business account, to receive tax 
exemption and free shipping (in some cases)

– Use care to not tie your personal Amazon account 
to the UVM business account







• Note the certification at the bottom

– Same as on travel and expense



Signatures

• Check that the journal has been signed by the card-
holder and the supervisor (some instances a proxy for 
the supervisor). 

• Supervisor must ensure they do not approve their own 
expenses when charged to a another employee’s card 
(e.g. airfare or conference registration).

• Original signatures; no stamps.
• This is located on the bottom of the journal report.



Find Incomplete Journals



Required Documentation

• Check that all original, itemized receipts are 
attached to the journal report
- Prep for scanning
- For travel meals, you do not need a receipt if 
the     total is <$60 per day for domestic travel, or 
<$75 for international travel

• For any lost/misplaced receipts: Cardholders 
must contact the merchant for a copy of the 
invoice or reimburse the charge.

• Check that NO Vermont Sales Tax has been 
charged



Adding Documentation

• Attaching the conference brochure, 
agenda summary, etc. is very helpful

• There is an Attachments hyperlink on the 
PurCard journal



Adding Documentation

• Press the Add Attachment button.



Adding Documentation

• Press the Choose File button to search for a 
file.



Adding Documentation

• Locate the desired file.  Press Open.

• After the file has been selected, press the 
Upload button.



Adding Documentation

• Add description if desired.

• Press the OK button. 



Adding Documentation

• On the PurCard journal, notice the counter on 
the Attachments hyperlink has changed to one.  

• The document has successfully been attached 
to the Purchasing Card journal.



Submitting

• Submit to Disbursement Center (paper 
documentation 

• Or

• Email purcardaudit@uvm.edu using the Notify 
button

mailto:purcardaudit@uvm.edu


Submitting



Submitting



Submitting



Travel and The PurCard

• Expense charged to the Purchasing Card 

should NOT be included on the Travel 

Expense Report or it will double charge 

your budget!



IRS Accountable Plan Rules

Accountable Plan: To be an accountable plan as defined by the IRS, your 
employer's reimbursement or allowance arrangement must include all 
of the following rules:

1. Your expenses must have a business connection — that is, you 
must have paid or incurred deductible expenses while 
performing services as an employee of your employer. 

2. You must adequately account to your employer for these 
expenses within a reasonable period of time. 

3. You must return any excess reimbursement or allowance within 
a reasonable period of time. 

• This is true, regardless of the payment mechanism –
purchasing card, travel and expense, payables, etc.



Tax Issues

• UVM is exempt from VT State Sales tax

• UVM is exempt from VT Rooms and Meals 
tax

• UVM pays local city taxes, i.e. Burlington, 
Williston, etc.

• Payments must be made by UVM 
mechanisms

• UVM has tax exemptions in other states:
https://www.uvm.edu/finance/statetaxexemptions

https://www.uvm.edu/finance/statetaxexemptions


U S Bank Access

• Access Online

– Review transactions

– Review account balances

– Review declines

– Print statement

– Supervisors can review their departmental 
cardholders’ activity



UVM Policies

• Travel policy

• Automobile Rental

• Business Meal, Hospitality and Amenity

• Code of Business Conduct

• Conflict of Interest and Conflict of 
Commitment

http://www.uvm.edu/policies/travel/travel.pdf
http://www.uvm.edu/policies/procure/autorent.pdf
http://www.uvm.edu/policies/procure/businessmeals.pdf
http://www.uvm.edu/policies/general_html/businessconduct.pdf
http://www.uvm.edu/policies/general_html/conflictinterest.pdf


Q & A


