


EXCLUDED MERCHANT TYPES 

DO NOT PURCHASE GOODS FROM THE FOLLOWING MERCHANT TYPES 

An attempted purchase from these types of merchants will cause the transaction to decline. 

 

�x �%�D�Q�N�V�����$�7�0�¶�V�����)�L�Q�D�Q�F�L�D�O���,�Q�V�W�L�W�X�W�L�R�Q�V 
�x Betting, lottery, wagers, beer, wine, packaged liquor stores 
�x Dating & escort services, counseling, massage parlors, health and beauty spas, online dating sites  

 

 

FOOD PURCHASES FOR OFFICIAL FUNCTIONS  

  

P-�F�D�U�G���K�R�O�G�H�U�V���D�U�H���U�H�V�S�R�Q�V�L�E�O�H���I�R�U���U�H�D�G�L�Q�J���D�Q�G���X�Q�G�H�U�V�W�D�Q�G�L�Q�J���)�/�&�¶�V���+�R�V�S�L�W�D�O�L�W�\���3�R�O�L�F�\���L�Q���U�H�J�D�U�G���W�R���D�O�O�R�Z�D�E�O�H��
purchases for official functions. 
 
Lost or Stolen Cards   

It is the cardholder's responsibility to report lost or stolen cards immediately to US Bank. After notifying US Bank, the 
cardholder must report the lost card to Purchasing. A replacement card will be ordered and takes approximately 3 -5 
business days to receive. 

 

Disputing a Transaction  

A cardholder may dispute any charge that appears on the P-Card. If there is a charge that is not recognized by the 
cardholder or appears to be incorrect, the cardholder must contact US Bank and begin the claim process. The phone 
number for disputes is located on the back of the card. The current card will be deactivated, and a new card issu ed.  
A replacement card will be ordered and takes approximately 3-5 business days to receive. 

 

P-Card Holder Responsibilities  

The individual employee to whom a P-Card has been given is responsible for the accuracy of information and data 
they provide to an approver in support of a P-Card purchase. The cardholder is the individual whose name appears 
on the purchase card. All transactions for the previous month must be coded, have the invoice attached and 
be allocated by the cardholder no later than the last day of the month the transaction occurred.  

 

P-Card Approver Responsibilities  

The approver's responsibility is to verify that purchases are appropriate for the funding source and are for the benefit 
of the college. The approver is required to review all P -Card documentation in Workday and any backup 
documentation that must be provided.  

 

 
 
 
 
 



P-Card Violations and Consequences  
P-Cards will be monitored for compliance. The table below lists P-Card violations and subsequent actions taken for 
each offense. Department director and Supervisor will be notified of each offense. Offenses subject to review and 
may be dismissed due to extenuating circumstances.  

Progressive Discipline Guidelines (Within A Rolling Year) 

  

Offense 

  

1ST Offense 

  

2ND Offense 

  

3RD offense 

  

Missing/Invalid Receipts 

(Includes paying sales tax) 

  

Violation email to user, 
supervisor, director after 

2 occurrences 

  

Suspension of card after 
3 occurrences 

  

Loss of p-card privileges 

  

Splitting purchases willfully 

  

Suspension of card for at 
least 6 months 

  

Loss of p-card privileges 

 

  

  

Inappropriate/Unauthorize
d purchase (including 
personal use of card) 

  

Violation email to user, 
supervisor, director, and 

reimbursement 


