P-Card Monthly Purchase Order Process
Budget established

t

Card holder makes monthly

projections for expenditures

P-card log received and
reconciled

Purchase order made for monthly
projected expenditures

Purchases made
_ throughout month

Purchase order generated

for expenditures

Approval Credit line changed to reflect
purchase order amount.
Finance changes the credit
line.

_

Send list of projected Print purchase order in
expenditures to Finance Finance. Finance keeps a
copy and sends purchase

order back to issuer

*** User cannot violate P-card rules. User violates rules more than two times, penalties for non-compliance will result in the card holder
privileges being lost.



