KEY POINTS TO REMEMBER

· ALWAYS, ALWAYS, ALWAYS advise the vendor of ETSU’s TAX-EXEMPT status
· As the cardholder, YOU are responsible for all charges to your card. If asked by anyone to make a purchase you are unsure of, please reach out to us to clarify whether the purchase can be made. If someone else makes a restricted purchase using your card you will be responsible for reimbursement
· The Voyager requisition process should be your primary means of purchasing – not the ProCard – especially for existing suppliers within Voyager. The ProCard is intended to be a backup for when requisitions cannot be used or are not feasible. Please see the training PowerPoint.
· Call the bank BEFORE purchasing to check available credit
· Know your AVAILABLE credit limit and monthly credit limit vs. budget
· Monthly credit limits are NOT decided by the ProCard Administrator nor their office. You can increase or decrease your limit at any time. There is not a “MAX” dollar amount for your request at this time. Please use the Credit Limit Change form on the AP/PROCARD page. Get ALL required signatures and send to ProCard Administrator
· NEVER use a home address – all ship-to and billing addresses MUST be an ETSU address
· ALWAYS have a detailed itemized receipt. All other required forms/documents should be attached to purchase in Voyager with receipt. 
· If you have fraud on your ProCard, please call US Bank immediately
· Misuse is NOT fraud
· Travel MUST have a travel authorization PRIOR to any purchases
· Software MUST have an ITS approval PRIOR to any purchases
· The billing cycle ends on the 20th of the month or following business date if the 20th falls on a weekend. All purchases must have a correct accounting string and required documents submitted in a ProCard expense report by the LAST BUSINESS DAY of the month. The last business day of the month is the due date for ProCard expense reports
· If your ProCard declines for a transaction, here are a few things to always remember:
· Is the TOTAL of the purchase amount over $5k? The single purchase limit is $5k. You will need to send the ProCard Administrator an email explaining the charge AND a detailed invoice for review
· Have you checked your AVAILABLE credit? This is BEST obtained from calling the number on the back of your card as the website only updates only once a day
· Is the TYPE of card you’re using able to make this purchase? 
· Supplies – departmental supplies and limited employee travel
· Travel – Group travel for students and current faculty with valid travel authorization and a roster/list of attendees. Airfare, conference/registrations and hotels. CANNOT pay for rental cars or gas for rental cars
· Vehicle – for an ETSU owned vehicle with verified VIN. Purchases for fuel and upkeep of vehicles




________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
