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Program 
Intro

GOAL
To create a procure-to-pay process that is quick, easy and saves 

money for Grand Valley and our students. 

TYPES OF CARDS

Jane Smith Biology Dept



Individual
Has an individual’s name on the card and is to 

be used by the cardholder only.

Jane Smith



Biology Dept

Department
Has only the department or program name on 

it, no person’s name. Multiple people in a 
department can use the card by signing it out.

• Card has a cardholder who is responsible for the card (and must be aware of all transactions 
being put on the card)
• Sign out log should be used to know who has the card and where they made the purchase. 



POLICY
• Spending Limits
• Restricted Items
• Tax Exemption
• Shipping & Receiving
• Meals
• Other Department’s Policies



Pcard 
Policy:

Spend Limits

Splitting transactions to circumvent the limit is prohibited.

If a purchase is $5,000 or greater, 
you must create a requisition.

If you need your monthly limit increased, reach 
out to the PCard Program Administrator, Tonya Valencia

All purchases under $5,000 should be 
put on the Pcard when within policy.

$4,999
Transaction 

Limit

$10,000
Monthly 
Limit

10
Daily 

Transactions



Pcard 
Policy:

Restricted
Items

Your GVSU purchasing card is for business use only. 
Personal purchases are strictly prohibited.

Prohibited Items:

Airfare Alcohol Gift Cards Furniture
Technology Equipment, 
Software & Hardware

Gas on 
personal vehicles

• Ammunition and Firearms
• Animals
• Appliances
• Automobiles and other road-vehicles
• Cash advances, traveler checks, wire 

transfers, money orders
• Cellular phones, smartphones, tablets
• PDA pagers, two-way radios
• Copy machines, toner supplies
• Contractual Services by an individual as 

an independent contractor
• Controlled Substances
• Employment and temporary staffing 

services
• Fax machines
• University logo stationery, envelopes, 

unauthorized business cards.

If unsure, view our website or reach out to Procurement. 



Pcard 
Policy:

Tax Exempt

• All purchases must be tax exempt when 
possible. If not possible, you must note why 
it wasn’t possible. 

• Give merchant a copy of Exemption 
Certificate and, if needed, our old Tax Exempt 
Number 38730135F

• Online Merchants: You may need to pay the 
tax. If a significant amount, contact the 
merchant to rerun without the tax.

• Out of State Exemptions: Florida, Illinois (not 
on lodging), Kansas, Kentucky, 
Massachusetts, New York, Ohio, Tennessee, 
Texas, Washington DC



Pcard Policy:
Shipping

Goods must be delivered to a GVSU location unless 
an exception is granted in advance by Pcard Program 

Administrator.

Allendale Deliveries: Central 
Receiving in Services Building

EXAMPLE:
Attn: Sally Wilson, 1234 Kindschi
Central Receiving, Service Building (1110 KC) 
1 Campus Dr, Allendale MI 49401

Pew Campus Deliveries: Devos Center
EXAMPLE:
Attn: John Perez, 1234 Kindschi
DeVos Center (2110 CHS) 
401 Fulton St W, Grand Rapids MI 49504

• Put Attention to your name and office number/building
• Your billing address is not going to be the same as your shipping address. 

• Billing address will always be 2015 JHZ, 1 Campus Drive, Allendale, MI 49401



Pcard Policy:
Meals

• Business purposes only
• Must follow GSA per diem rates based on location
• Per Diem exceptions must be approved by the Appointing 
Officer or Executive Officer

• An attendee list is always required
• Meals with only GVSU employees present requires an 
Appointing Officer approval

• No alcohol allowed
• Tax exempt



Pcard Policy:
Other 

Departments

Academic & Student 
Affairs

Information 
Technology

Catering & Food Institutional Marketing



Academic & Student Affairs
Gifts (regardless of value) may not be purchased for students, employees or 

members of their immediate families.
• Gifts may be purchased for donors as part of a development activity or if 

they are used for participation in Human Research projects. 
• Donor gifts may not be provided to employees or students. 
• It may be appropriate to purchase gifts for visitors to GVSU (e.g., 

international visitors, volunteers, speakers). The cost of any gift must be 
modest (normally, less than $50 per individual). 

• Plaques and service awards to employees are not considered gifts. 
• Departmental apparel or other items that are of a marketing or 

departmental related nature are also not considered gifts but should be 
purchased for employees infrequently (every other year) and have a 
business purpose such as aiding identification of an employee. 

• Gift cards in any amount are not reimbursable for any purpose except as 
payment to research participants.

• If you need an exception, contact Bonnie Bowen



Information Technology

• All equipment, hardware and software must go through IT Tech Supply.
• Card information is not allowed to be stored in apps or on mobile devices. 

All Apple products should be purchased through IT Tech Supply.



Catering & Food

Food for non-faculty/staff on campus 
must go through catering or a waiver 

must be received.



Institutional Marketing

Departments must follow logo and identity standards

Institutional marketing also has a list of vendors that 
are already approved to use the GV logos. 



PROCEDURES
• Card Activation
• Documentation
• Reconciling
• Card Security
• Declines
• Auditing



Pcard 
Procedures:

Activation

PIN/Chip Technology

• Fifth Third Bank issues cards with electronic chip technology in addition to 

the magnetic stripe

• At the time of sale, you may be asked to enter your PIN instead of providing a 

signature

• The first time you use your card at a merchant that requires a PIN, your PIN 

may not be accepted on the first try

• Just re-enter it ( you may need to re-enter it up to 4 times)

Call the phone 
number on the 

white label on your 
card.

Enter the last 4 of your 
social security number 
or last four of your G#

When asked for zip 
code, enter 49401

You will be prompted 
to create a PIN number



Pcard 
Procedures:
Documentation

All transactions require a receipt. 

Receipts must be itemized and have the merchant’s name. 

If you do not have your receipt, you will have to declare that in Concur when reconciling the 
transaction. This will still be considered a violation when audited. 



NOT 
ACCEPTABLE ACCEPTABLE

Merchant name

Date of purchase

Item details

Total amount of 
Purchase
Tax Exempt0.00

0.00

38.18

If you are unable to obtain an itemized receipt, write down on the receipt or business purpose what was purchased and let 
us know you attempted to get a detailed receipt from the merchant, but they were unable to provide one. 



Pcard 
Procedures:
Documentation

All transactions require a sufficient business purpose. 

Definition: The business reason the Pcard was used to 
make a purchase with University funds.

Business 
Purpose



Good: Registration for John Smith to 
attend ISM Conference, May 18-24, 2016, 
Tempe AZ 
Poor: Conference registration

Good: Nuts and bolts to repair 
landscaping lawn equipment 
Poor: Hardware

Meals: 
• Requires an attendee list. 
• If over per diem = Vice President or 

Executive Officer approval. 
• Faculty/staff meals need appointing 

officer approval. 

Elements of a business purpose: 
• Written so that a person unfamiliar 

with University activities or 
someone several years from now. 

• Address the who, what, where, 
when and how/why. 

Registration for John Smith to attend ABC 
Conference 8/1/2021 in Arizona



Pcard 
Procedures:
Reconciliation

All transactions will be reconciled in Concur.



Pcard 
Procedures:

Uploading 
Receipts

Concur App

Email

Concur Home Page

While Creating Expense Report



1. Download App from your app store
2. Take picture of your receipt, front and back if necessary
3. Once your image is in Concur, you do not need to keep the 

paper copy. 
4. Check out the Concur training website for detailed instructions. 

Concur App



Email receipts 
to receipts@concur.com

Email



Concur Home Page



Check out the Concur training website for detailed instructions.

While Creating Expense Report



Pcard 
Procedures:
Expense Report

• Fill out all required forms
• Reconcile and have approved in Concur by end of month.
• Failure to do so could result in a hold on your card. 

FOAPS

• Transactions will default to the FOP you select when you create your Expense 
Report. But you can change the FOP if needed.  

• Concur will automatically assign an account code to each transaction based on the 
merchant type. But you will always have the option to change the account code. 



Pcard 
Procedures:

Security

Storage Fraud Disputes



Pcard 
Procedures:

Security

Storage

• Keep card locked in drawer

• Don’t share password

• Don’t email card information

• Don’t store card information online or in apps

• Don’t share your individual card or number with others

Lost or Stolen Card
Call one of the below numbers immediately. You do not need to know the card number; the 
bank will look up your card by your card name. 

▪ Fifth Third Bank  800‐488‐6773
▪Mastercard  800/MC‐ASSIST [800‐622‐7747] 
▪ Procurement Services  616/331‐2280    purchasing@gvsu.edu

Notify GVSU Card Program Administrator (616/331‐2257, perezva@gvsu.edu).



Pcard 
Procedures:

Security

Fraud
• Call Fifth Third to report 855-634-1295

• Must report within 60 days of transaction

• Security questions asked:

1. Last four numbers of your G# 

Company Address: 2015 JHZ, 1 Campus Drive, Allendale MI 49401

2. Account Program Administrator: Tonya Valencia

3. Your Card Spending Limits:   Per Transaction & Monthly

• If you have fraud on a nameless card, the bank will only talk to the 

Program Administrator. They will call on your behalf. 



Pcard 
Procedures:

Security

Disputes
• Used for legitimate transactions where 

the merchant is not performing as 
promised and 60 days after transaction. 

• Bank can force the merchant to credit 
us.  Fax the form to bank.  Document 
when successfully faxed or confirm 
receipt by Fifth Third Dispute Dept at 
888-701-3878 to prove it was submitted 
within the required time. 

• Must be submitted within 60 days of the 
original transaction date



Pcard 
Procedures:

Declines

Decline Reasons
• Card Not Activated

• Exceed Spending Limits (per trans or monthly or daily trans)

• Billing Address:  2015 JHZ, 1 Campus Dr, Allendale 49401

• Blocked merchant type

• Incorrect CVV Code

• PIN Incorrect.  To reset: Call 866-475-0729   Press 4, 1, & 4

• Bank put a hold on card to verify a transaction

• Online merchant website issue 

Tips to try
• Have merchant run card at a different card reader

• Run card manually over the phone instead of online

• Use a different card

Contact Procurement Services for assistance 331-2250 or 331-2280



Pcard 
Procedures:

Audits



pcardadmin@gvsu.edu
616-331-2280


