University of Pennsylvania

Purchasing Card
Instructions for Purchasing Card Applications

1. See your Financial Advisor to fill out the form.

2. Fill out the organizational info page.
3. Retain the training instruction and Policy pages.
Your card will be available approximately thirty days from our receipt of the completed application.  
TRAINING:
4. Register for training at http://knowledgelink.upenn.edu 

· Note: There is no “www” in the web address; you will need your Pennkey username and password.

· On the right where is says ‘search catalog,’ click ‘Go.’  Then on the left under ‘category,’ click ‘online.’ Go ‘Purchasing Card Knowledge Building.’
5. In order to receive your Purchasing Card you must successfully complete training with a test score of 100%.  . 

6. You will be notified by email when your Purchasing Card is in.

7. If you have any questions, contact Lynn Moller at 215-898-6795 or at moller@pobox.upenn.edu.  

OSA Purchasing Card Policies and Procedures

The University is exempt from sales tax.  The tax exempt number can be found on the back of the PCard.
The PCard is assigned to an individual—not a group, and so may only be used by the cardholder.

Your purchasing limits are:

· $500 per purchase

· $4999 total purchases per month

· Purchases may not be split to get around this limit.
The month, for statement purposes, runs from the 28th to the 27th. 

You must report purchases within 48 hours.

· Report forms are available in the OSA and on the OSA website.

· If you can’t get in to submit the receipt within 48 hours, please email your financial advisor, giving the details of the transaction including the business purpose of the purchase.  You must follow up with the report form and original receipt within a reasonable amount of time.

Never use your PCard to purchase any of these commodities:

· Travel and Entertainment with the exception of AmTrak tickets and take-out food

· Alcoholic beverages

· Automotive gasoline except for cars rented through the University.

· Office furniture

· Catering services

Failure to comply with any of the policies outlined here or covered in the PCard training will result in the suspension or cancellation of your card.

Name ___________________________  Penn ID#________________

Name of organization/group ___________________________________

Position within group _________________________________________

Term of office expires _______________________________________

