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Procurement Card Policy 

Responsibilities 
It is the Cardholder and Reviewer’s responsibility to ensure that the card is used within all MCCCD policies and procedures relating to 
the expenditure of MCCCD funds. This includes MCCCD’s Purchasing Policy. Each C
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The Director of Purchasing will be the final authority regarding ProCard exceptions and the delegation of ProCard exceptions 
to those under the ProCard Administrator.  
 

Use of the ProCard for Invoices    
The ProCard should not be used to pay current nor outstanding invoices resulting from a purchase order or an unauthorized order. 
 

Splitting Purchases 
Transactions are not to be artificially divided or fragmented to meet the single purchase limit or circumvent competition requirements. 
 

Valid Receipts 
Itemized receipts are required for each transaction. An itemized invoice may be needed as additional supporting documentation. 
 

Transactions Requiring Competitive Quotes/RFP Contracts 
�x A purchase with competitive quotes should not be processed on the ProCard. Quotes need to be vetted prior to proceeding.  
�x The ProCard can be used to process payment (including purchases over $5,000) for vendors awarded under an RFP issued by 

the Procurement Department. The RFP must be referenced in the comment section for the transaction.  
�x 
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Travel Restitution 
Processing of non-legitimate travel purchases are considered a violation and will result in immediate restitution from the traveler. 
Restitution will consist of either a credit processed (charge re
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The Director of Purchasing & Auxiliary Services has the authority to investigate and to determine whether a violation of the purchasing 
policies has occurred and can recommend corrective actions to be taken as a result of such violations. 
 
ProCard policy violations include, but are not limited to: 

�x 
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Procurement Card Procedures 
 

 

Participation in the ProCard program is a convenience that carries many responsibilities. The procedures listed below include, but are 
not limited to, the responsibility and requirements of the Cardholder and Reviewer. If unsure about a policy or procedure reach out to the 
Fiscal Authority and the ProCard Administrator for clarification. 

Monthly Reconciliation In FMS 

eor
Fisca4h
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Reconciliation of a Disputed Transaction 

1. The Cardholder will provide a complete description with business purpose in the transaction comment field and include an 
explanation why the transaction is being disputed. 

2. The Cardholder will attach supporting documentation. 

3. The Cardholder will review and make changes to the transactions chartfield strings. 

4. The Cardholder will complete the tax reporting information.  

5. The Cardholder will change the status from Initial to Verified. 

 

Reconciliation of a Disputed Credited Transaction 

1. The Cardholder will reference the original disputed transaction in the transaction comment field. 

2. The Cardholder will attach supporting documentation (credit receipt, final resolution email from Chase) to the transaction. 

3. The Cardholder will review and make changes to the transactions chartfield strings. 

4. The Cardholder will change the status from Initial to Verified. 

 

*Reviewers are responsible for reconciling disputed and credited transactions.   

 

 

Merchandise Returns, Exchanges, and Cancellations 
The Cardholder is responsible for contacting the vendor when merchandise needs to be returned, exchanged, or cancelled.   

Returns: 
Returned merchandise must be credited back to the ProCard. The Cardholder is responsible for obtaining a credit receipt from the 
vendor and uploading the credit receipt to the supporting documentation during reconciliation. 

Exchanges: 
The Cardholder is responsible for returning the merchandise to the supplier and obtaining a replacement.  Be aware that in some 
instances the vendor may assess a restocking fee. The restocking fee may be negotiable and can occasionally be reduced or 
eliminated. 

Cancellations: 
The Cardholder is responsible for contacting the supplier when canceling a transaction that was authorized to be processed (e.g., hotel 
reservation, back-order items, etc.). If a cancellation is not processed at all or in time by the Cardholder, the vendor has full rights in 
processing the order/authorization. 

 

RECEIVING STORE CREDIT, CASH OR CHECKS TO RESOLVE A CREDIT IS PROHIBITED. 
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International Transaction Fees 
JP Morgan Chase will charge a 1.5% fee, for processing a transaction with a foreign vendor. Chase will not provide supporting 
documentation or a receipt. 

Reconciliation of an International Transaction Fee 
1. The Cardholder will 
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Individual ProCards
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The ProCard Administration Team strongly advises against saving the ProCard account number under any user account/profile in a 
vendor’s website. Vendors may inadvertently process the ProCard, the Cardholder is responsible for the full liability of any charges 
on that account. 
 

 

Acceptable Purchases 
The ProCard program is a means to supplement purchasing mechanisms already in place and is not intended as an overall replacement 
or to circumvent purchasing requirements, policies, and procedures. If use of the ProCard is not practical, a purchase order must be 
utilized. Purchases must serve a legitimate and clear business purpose. The business purpose must be documented for each 
transaction during reconciliation.  

�x Due diligence is required from the Cardholder when processing transactions.  

�x Cardholders are expected to be good stewards of resources. 

�x Supplemental fees should not be processed on the ProCard.  

Unsure whether a purchase is allowed, contact the Fiscal Authority or the ProCard Administration Team for clarification. 
 

MCCCD Awarded Vendors 
The ProCard can be used to process payment with vendors awarded under an RFP issued by the Procurement Department. 

1. The Cardholder will reference the contract number in the description of the transaction.  

2. The purchase cannot be a capital asset.  

3. 
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1. The Cardholder will follow all the administrative regulation requirements for Official Functions.  

2. Gift Cards are not allowed.  

3. ProCard restricted list items are not allowed. 

4. Purchases, including flowers, for life events births, death, wedding, funerals are not allowed.  

5. Purchases requiring competition are not allowed. 

6. An Official Function Form must be approved prior to a food purchase. 

7. Bottled Water and Utensil purchases with the ProCard require an Official Function Form. 

8. An Official Function form does not supersede Purchasing or ProCard policy requirements.  

9. The Cardholder will attach the approved Official Function Form to the transactions supporting documentation during 
reconciliation. 

10. If unsure an Official Function Form is required, reach out to the Fiscal Authority for clarification. 
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Allowable Travel Purchase Travel Restricted Purchase Conditional Travel Purchases 

https://district.maricopa.edu/regulations/admin-regs/section-1/1-15
https://maricopa.sharepoint.com/sites/DO/business/FSC/fsc-departments/accounts-payable/travel/Pages/default.aspx




mailto:Procard@domail.maricopa.edu
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Employment Status Change 
It is the responsibility of the Cardholder and Reviewer to notify their Fiscal Authority of any employment status changes affecting their 
role and participation in the ProCard Program. 

�x The Fiscal Authority will notify the ProCard Administration Team through email Procard@domail.maricopa.edu of the 
Cardholder’s change of employment status. 

�x If a Cardholder is expected to be on leave, the ProCard will be temporarily deactivated and then re-activated upon return. 
 

Employee Transfer 

�x Cardholders temporarily relocating to another college will have the ProCard temporarily deactivated or canceled.  

�x Cardholders relocating to another college permanently will have the ProCard canceled.  

�x The Cardholder will turn in their ProCard to the Fiscal Authority before departure. 

�x The employee will need to submit a new application and Cardholder agreement to their new college for positions that require 

ProCard use. 

o The original Cardholder account will be canceled.  

Separation/Terminations 

1. Employees separating/terminated from MCCCD are responsible for notifying their Fiscal Authority.  

2. The employee will complete reconciliation before departure or provide the necessary information to the Reviewer to reconcile.  

3. The employee will turn over the ProCard to the Fiscal Authority. 

4. The Fiscal Authority will destroy the ProCard prior to the employee’s departure. 

5. The Fiscal Authority will ensure the employee reconciled any pending transactions in FMS. 

6. The Fiscal Authority





https://maricopa.sharepoint.com/sites/DO/business/FSC/fsc-departments/capital-asset-accounting/Pages/definitions.aspx
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�x A ProCard will not be issued if there is no assigned Reviewer.  

�x ProCards without an assigned Reviewer will be deactivated or cancelled.   

�x The Reviewer will report their employee status change to the Fiscal Authority.  

 

 

ProCard Application Process 
 

Cardholder 

1. Confirm Eligibility  

a. Participants must be a full time MCCCD Employee 

b. Obtain Departmental and Fiscal 
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