PROCUREMENT CARD PROCESSING

ACCOUNT CODES
UPDATED 12/1/09
	IN STATE
	
	OUT OF STATE

	Official Travel
	604030
	
	Official Travel
	604130

	To a Conference
	604230
	
	To a Conference
	604330

	Group Travel
	604530
	
	Group Travel
	604630


· The amount on the receipt MUST match the amount on the credit card statement. An itemized rental receipt must be attached to the Travel Voucher and to the Procurement Card Voucher.  
· The above account codes MUST be used or the paperwork will be returned to the department for corrections

· The following information MUST be referenced on the rental receipt
·  Destination of travel (e.g. within Hattiesburg, MS; Jackson, MS; New Orleans, LA; Dallas, TX Etc.)
· Purpose of travel (e.g. business meeting, conference, seminar, workshop, observation, performance, presentation, recruitment, research and teaching, training, other)
The following charges are not allowed on the PCARD
· No gas can be purchased with the PCARD
· The PCARD can only be used to rent a car from U-Save and Budget
If the above occurs, the following steps need to be taken to resolve the charges:

1. A deposit for the amount charged on your PCARD needs to be made in the Bursar’s office.  The Bursar’s office is located in Forrest County Hall – Room 101.  They will accept a check or a credit card for payment.  If your department does not have a deposit slip, there will be deposit slips available in the Bursar’s office.  BE SURE to use the same account code and budget string that you used on your Credit Card Voucher.  

2. The teller will give you a copy of the deposit slip.  Make a copy of it and send it to Sandra Reiter at Box 5003.  The copy will be attached to your original Credit Card Voucher.

3. To be reimbursed for the above expense, you will need to complete a Travel Voucher.  Send the Travel Voucher along with a copy of the original receipt and a copy of the deposit slip to Travel at Box 5104.  Reference that the original receipt is attached to the Credit Card Voucher.

Another option is to go to the rental office that you rented the vehicle from and ask them to charge your personal credit card and to take it off of the PCARD.

NOTE -------NOTE ----- NOTE -------NOTE ----- NOTE -------NOTE ----- NOTE
A WAIVER is required when renting a Full Size car, Luxury car or a Sport Utility Vehicle.  The waiver should be attached to your Travel Voucher or Credit Card Voucher when submitting it for payment. 

Waivers can be found on the Travel website under Travel Forms. http://www.usm.edu/procurement/travelforms.html
