PURCHASING CARD DOCUMENTATION REFERENCE SHEET
The original supporting documentation should always be retained in the payment mechanism file; therefore, the original Purchasing Card documentation should be attached to and stored with the Statement of Account Report.

Statement of Account Report: The Statement of Account Report is automatically generated on a bi-weekly basis and sent to the cardholder via e-mail.  The Statement contains the vendor name, transaction date, total dollar amount and default funding string for each transaction posted in the respective two-week cycle.  The Statement must be printed off, signed by the Cardholder and forwarded on to the Site Manager with the original source documentation.  The Cardholder may also choose to maintain a Cardholder Log.  The Site Manager signs the Statement of Account Report after the reconciliation process is complete.

Services/Supplies Documentation Requirements

· Standard Documentation

· Required documentation includes at least one of the following:

· Invoice

· Packing Slip

· Order/Confirmation Screen

· Cash Register Receipt

· Registration Form

· Missing Receipt Form (for occasional use only)
Additional documentation may be required by the cardholder’s department or Dean’s office.  All receipts should be attached to the Statement of Account Report and forwarded to the Site Manager at the end of the bi-weekly cycle.

· Internet Orders

· Print and attach a copy of the order screen or confirmation screen.  The confirmation screen, if available, is preferred over the order screen.
· Phone/Fax Orders

· Attach the enclosed packing slip or invoice when the merchandise is received.  Although the packing slip often times does not have the price of the item included, it is still considered to be acceptable source documentation.  The invoice is preferred over the packing slip and should be attached to the Statement if the vendor encloses it in the shipment.
· Pick Up Orders

· Attach the cash register receipt.  If the itemized detail is not on the receipt, write it in by hand.
· Recurring Monthly Charges

· Attach the original contract or service agreement to the Statement of Account Report in which the first monthly service fee posts.  A memo justifying the need for the service should also be attached.  Each month thereafter, the recurring fee should be noted as such, since there will be no monthly receipt or additional documentation to attach.

· Events/Meals

· The decision to have food at a UW event, either on or off campus, presents a number of concerns including the safe and proper handling of the food, adequate insurance coverage and business procedures that meet the purchasing and accounting processing requirements. The University has established written policies that must be followed when catering food. The guidelines can be found at the following website address, http://www.bussvc.wisc.edu/purch/ppp10.html. 

· If the outlined requirements are met, the catering may be paid with a purchasing card. All of the required documentation, including a copy of the vendor’s current insurance certificate that has been approved by Risk Management, must be attached to the cardholder log.

· Memberships and Subscriptions
· The same subscription, membership or registration cannot be paid twice in one fiscal year
· The subscription or membership must be mailed to a UW address
· If purchased from grant funds, the term of the subscription or membership cannot exceed the grant ending date.
· Registration

· Attach a copy of the registration form.  Make a second copy of the form to attach to the traveler’s Travel Expense Report.  The registration is noted on the TER by inserting “PC-(dollar amount)” in the gray-shaded direct billed column of the TER (i.e., PC-$25.00).
· Missing Receipt Form

· If unable to obtain any type of documentation at all, complete the Missing Receipt Form (intended for occasional use only).
Travel Documentation Requirements

The Purchasing Card cannot be used for travel expenditures unless prior approval has been obtained from the cardholder’s Department and Dean’s Office.  Divisional approval must be indicated on a signed Travel Agreement Form.  The cardholder and site manager must attend a Purchasing Card Travel Training session prior to using the card for travel-related purchases.

· Airfare

· The original travel agency invoice showing a zero-balance or the ticket confirmation if the reservation is made electronically.  The invoice/confirmation must contain the following information

· Name of the traveler
· Price of the flight
· Flight dates and a complete itinerary reflecting the most direct flight available
· Purpose of the trip must be written on the invoice/confirmation
· Signature of the individual that approves the travel for the department
· Travel class (must be coach)
· Additional documentation required depending on the circumstances:

· A total cost comparison when leaving or returning on Saturday/Sunday to obtain cost savings in fare

· A cost comparison if indirect routing or stopovers are indicated

· Hotels

· The hotel folio containing the following information:
· Name of the traveler
· Dates of the stay
· Single room rate and taxes
· Total price paid
· Additional documentation required, depending on the circumstances:

· Conference brochure, if the traveler is staying at the conference hotel

· Name of the second occupant, if sharing a room

· Purpose of the call, if business calls are charged to the room

· Car Rentals

· Car rental contract
