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card at such a merchant, your purchase will be declined. Management has made an effort 
to ensure that the vendors/suppliers used during the normal course of business are not 
restricted.   If your card is refused at a merchant where you believe it should have been 
accepted, you should contact your PCard Administrator at 503-777-7505, 
After hours customer service assistance is available bc hours/day, 7 days/week:  
Contact customer service at V-ddd-cce-bb73. You may be prompted for your verification 
number, which is your Reed IY number. 

 
Yepending on the result of your inquiry, you may want to discuss the issue further with 
your supervisor.  fe/she will advise the PCard Administrator to modify the restrictions on 
your use of the PCard. 
 
IMPORTANT:  All requests for changes in limitations and restrictions must be made 
through your PCard Administrator.  Bank of America



 
 

• Country club memberships 
• Cash withdrawals 
• Recreational vehicles (boats, RV\s, motorcycles, etc.) 
• Yirect marketing 

 
 
 
As with any company purchase, the card is not to be used for any product, service or with 
any merchant considered to be inappropriate for Reed College funds. ^ailure to comply 
with the above guidelines for authori_ed purchases under the Bank of America PCard 
Program may result in disciplinary action, cancellation of your card privileges, and 
possible termination of employment. 
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Unlike personal credit cards, the Bank of America PCard Program is handled as corporate 
liability.  Your personal credit history has not been taken into account when a card has 
been issued in your name. 
 
The Accounts Payable Yepartment is responsible for paying the Program invoice each 
month. You are not responsible for direct payment under your account. 
 
It is your responsibility, immediately upon receipt of your email from the TCA, to sign on 
and reconcile your statement online.  Place a check mark in each `Receipt Attacheda box 
indicating you are submitting a receipt for each purchase and verify that all expense coding 
is correct.  You are also required to add a description of the item or service purchases and 
apply the correct budget numbers in the custom fields provided. When you have ensured 
that everything is in order, select the gSUBMITa button at the bottom of the screen.  This 
will send your completed statement and receipts to your Approver. 
 
You will have an allotted number of days to review, make any necessary coding changes, 
and gsign off\ on your statement.  After this time your statement is forwarded to your 
PCard approver.  Your PCard Approver receives a copy of your statement electronically as 
well, and has a predetermined amount of time to review and approve it.  Your PCard 
balance is replenished once per month on the VWth. 
 
You are responsible for the following: 
 

•

 



 
 

detailing merchandise price, sales/use tax, freight, etc. be included with the goods 
mailed/shipped.  It is recommended you request the receipt be emailed to you, prior to the 
goods being shipped, to ensure you have a receipt for statement reconciliation.  (Note: a 
merchant should not re]ect this request, as it is a Visa policy).  It is extremely important to 
request and retain purchase receipts, as this is the only original documentation.  
 
 
Disputed or Fraudulent Charges: 
 
If there is a discrepancy on you



 
 

 
 
 
 

)'<<'*!>0&,+2'*,!#*/!)'*1&.*,!
!

 
• F29*&)&*7--&*:%//-G-*&-()&-*#%*H.$#)()H.#-*)"*.*4:.$&*4$%G$.8I*
 
jike most companies today, we are exploring ways to streamline  
processes and reduce costs.  ^requently the expenses incurred to process a small dollar 
purchase can run as high as the price of the item itself. 

  
With a PCard, many of the typical purchasing steps should be eliminated including, 
generating a requisition, preparing a purchase order, matching a packing slip to a 
purchase order, creating an invoice voucher, sending it to the department for approval 
and returning it to the Business Zffice for payment. 
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Essentially, the process is the same as when using your personal credit card. You must 
always ask for a receipt for your records, particularly for phone, fax and mail orders. 
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Yes, in addition to Reed College\s policy stating the type of products you can buy, 
other controls and limits may be placed on your card including: 

• A monthly dollar limit*
• A  `per transactiona dollar limit*
• 



 
 

You will receive a monthly cardholder activity statement online listing all the 
purchases made and credits received in the previous month.  This statement is for your 
review only and allows you to reconcile your purchases.  You must review the 
statement in a timely manner, as any disputed or fraudulent transactions must be 
reported to Bank of America in a timely manner. 
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 You are [ZT responsible for the payment of your PCard bills.  The monthly statement 

you receive is for your review only.  Accounts Payable will make one payment to Bank 
of America covering PCard expenses for all Reed College employees using the card. 
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The PCard 
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Each PCard will be embossed with the individual employee\s name.  The employee is 
responsible for the proper use of his/her card. At no time should another individual 
utilize your PCard



 
 

 
 

 



 
 



 
 

 
  


