
Procurement Card 
Program 

 
 

 
 

Cardholder Manual                                                  
                         
 

 
 

 
 
 
Trainer:    Scott A Lutin 
  Procurement Card Administrator 
  Accounts Payable 
  331 Service Bldg, 0005 
  323-4404 
  323-1954 (FAX) 

procard@email.uky.edu  
 
 
  www.uky.edu/EVPFA/Controller/aphome/procard/ 
 
 
 

       5/28/09  

mailto:procard@email.uky.edu�


      
      
  

  

  

11  
  

TABLE OF CONTENTS 
 PAGE 
Cover Page  
Table of Contents 1 
How the Procurement Card System Works 2 
Purpose of the Procurement Card System 3 
Purchasing Policies 4-5 
Purchasing Travel Services and Registration Fees 6-7 
Other University Policies 8 
     Office of the Treasurer Records/Retention 8 
        and Documentation Standards 8 
     Office of the Treasurer/Internal Controls 8 
     Office of the Treasurer/Responsibilities 9 
     Deans/Directors/CC Presidents/Administrative Officers 9 
     Cardholder 9 
Participating in the Program 9 
     Obtaining and Completing a Card Application 9 
          Note: WBS Elements 9 
Procedures 10-11 
     Card Information Revision 10 
     Card Renewal 10 
     Termination of Employment 10 
     Lost/Stolen Card(s) 10 
     Express Mail Couriers           10 
     Sales Tax 11 
     Card Misuse or Irregularities 11 
     Disputed Charges, Credits, and Returns          11 
     Ordering Process 12 
     Card Failure/Transaction Approval Denied 12 
Restricted Purchases Appendix A 
Cardholder User Agreement Appendix B 
Procurement Card Application Appendix C 
Dispute Form Appendix D 
Mastercard Control Log (Example) Appendix E 
Express Mail Registration Forms- FedEX, UPS Appendix F 
OfficeMax Web Registration Form Appendix G 
Capital Equipment Policy Appendix H 
Discretionary Policy Appendix I 
 



      
      
  

  

  

22  
  

How the Procurement Card System Works 
 

 
Each card is assigned a specific University SAP cost object and G/L account.  
Each purchase made on the card is automatically charged to this cost object and 
g/l account. In SAP, the transactions will be applied to the default cost object and 
g/l account.  Departments may edit/change the assigned cost object and the g/l 
account for each transaction. 
 
Card transactions are received each business day and loaded onto the 
University's mainframe through an electronic process.   
 
The Procurement Card System has been designed to function as a module within 
SAP utilizing all of the functions of SAP.,. Misuse of Procurement Card 
information will be viewed as a breach in security and will result in denial of 
access to the Procurement Card System. The Office of the Treasurer monitors 
the use of the Procurement Card for violations of internal controls and improper 
purchases and has the authority to void System Access if a breach of security 
occurs or if the security of the Procurement Card System information is in 
question. 
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Purpose of the Procurement Card System 
 

 
The purpose of the University of Kentucky Procurement Card Program is to 
establish a more efficient, cost-effective method for purchasing and paying for 
goods and services of  small dollar-value transactions. It is designed to replace 
most purchases and payments currently made by the Departmental Authorization 
and Voucher (DAV).    
 
All procurement cards are the property of the University of Kentucky.   
 
JP Morgan Chase is the provider of the University of Kentucky procurement 
cards.  
 
The card, although not a credit card, functions in much the same way as a credit 
card.  
 
Personal charges are strictly prohibited.  
 
The card is a MasterCard and is readily accepted by most vendors. The 
procurement cards can be used: 
 

• Locally 
• Mail Order 
• Phone Orders 
• Secure Internet sites  
 

 
Technology provides the ability to encode each card with the following controls 
and limitations which enables the card to be tailored to departmental needs:  
 

• Single Purchase Limit 
• Monthly Limit  
• Transactions Per Day 
• Transactions Per Month  
• Merchant Category Restrictions-Used to restrict certain businesses and 

commodities 
• Default SAP Cost Object/G-L Account 

 
At the point-of-sale, the Mastercard system validates the transaction against 
these pre-set controls. 
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PPuurrcchhaassiinngg  PPoolliicciieess  
  

    
DDeelleeggaatteedd  PPuurr cchhaassiinngg  AAuutthhoorr iittyy  

TThhee  PPuurrcchhaassiinngg  DDiivviissiioonn  hhaass  ddeelleeggaatteedd  cceerrttaaiinn  ppuurrcchhaasseess  ttoo  tthhee  ddeeppaarrttmmeennttaall  lleevveell..    TThhee  
PPrrooccuurreemmeenntt  CCaarrdd  iiss  ddeessiiggnneedd  ttoo  bbee  tthhee  pprriimmaarryy  ppuurrcchhaassiinngg  mmeetthhoodd  uunnddeerr  tthhiiss  ddeelleeggaatteedd  
ppuurrcchhaassiinngg  aauutthhoorriittyy  iinn  aaccccoorrddaannccee  wwiitthh  BBuussiinneessss  PPrroocceedduurreess  MMaannuuaall  SSeeccttiioonnss  BB--33--22  aanndd  BB--33--22--
11..    TThheessee  sseeccttiioonnss  sshhoouulldd  bbee  rreeaadd  iinn  tthheeiirr  eennttiirreettyy  ttoo  bbeeccoommee  ffaammiilliiaarr  wwiitthh  ootthheerr  rreellaatteedd  ppoolliicciieess,,  
rreegguullaattiioonnss  aanndd  pprroocceedduurreess..  

    

  
CCoonnttrr aacctt   CCoommpplliiaannccee  

TThhee  pprrooccuurreemmeenntt  ccaarrdd  iiss  ggeenneerraallllyy  aacccceepptteedd  bbyy  aallll  vveennddoorrss  wwhhoo  ccuurrrreennttllyy  aacccceepptt  MMaasstteerrCCaarrdd..    
UUnniivveerrssiittyy  PPrriiccee  CCoonnttrraaccttss  eessttaabblliisshheedd  bbyy  tthhee  PPuurrcchhaassiinngg  DDiivviissiioonn  mmuusstt  bbee  uusseedd  wwhheenn  ppuurrcchhaassiinngg  
aannyy  ggooooddss  oorr  sseerrvviicceess  ccoovveerreedd  bbyy  aa  PPrriiccee  CCoonnttrraacctt..    TThhee  UUnniivveerrssiittyy  pprriiccee  CCoonnttrraaccttss  aarree  lliisstteedd  bbyy  
ccoommmmooddiittyy  aanndd//oorr  vveennddoorr  nnaammee  ffrroomm  tthhee  PPuurrcchhaassiinngg  DDiivviissiioonn’’ss  wweebb  ssiittee  aatt  
hhttttpp::////wwwwww..uukkyy..eedduu//PPuurrcchhaassiinngg//ppccttss..hhttmmll..  

  
****CCoommppuutteerr ss  aanndd  aacccceessssoorr iieess  mmaayy  bbee  ppuurr cchhaasseedd  oonn  tthhee  pprr ooccuurr eemmeenntt   ccaarr dd  uupp  ttoo  tthhee  $$55,,000000  
lliimmiitt   iiff  iitt   iiss  ddoonnee  oonn  tthhee  eebbuuyy  wweebbssiittee  ((hhtt ttpp:: ////wwwwww..uukkyy..eedduu//PPuurr cchhaassiinngg//eebbuuyy//))    ffrr oomm  oouurr   
ccoonnttrr aacctteedd  vveennddoorr ss..    II ff  tthhee  ppuurr cchhaassee  iiss  oovveerr   $$55,,000000,,  aa  rr eeqquuiissiitt iioonn  mmuusstt   bbee  eenntteerr eedd  oonn  SSAAPP  
aanndd  aa  qquuoottee  sseenntt   ttoo  PPuurr cchhaassiinngg  ffoorr   pprr oocceessssiinngg  ooff  aa  ppuurr cchhaassee  oorr ddeerr ..    II ff  tthhee  ccoommppuutteerr   iitteemm  iiss  
>>  $$11,,000000  ((llaappttoopp,,  eettcc..))  aanndd  iiss  aa  bbrr aanndd  nnoott   ccoonnttrr aacctteedd  ffoorr   ((SSaannyyoo,,  TToosshhiibbaa,,  eettcc..)),,  yyoouu  mmuusstt   
eenntteerr   aa  rr eeqquuiissiitt iioonn  iinn  SSAAPP  aanndd  sseenndd  aa  qquuoottee  ttoo  PPuurr cchhaassiinngg  ffoorr   pprr oocceessssiinngg  ooff  aa    ppuurr cchhaassee  
oorr ddeerr ..      

      

  
SSiinnggllee  TTrr aannssaacctt iioonn  LLiimmiitt   $$55,,000000  

TThhee  PPrrooccuurreemmeenntt  CCaarrdd’’ss  SSiinnggllee  TTrraannssaaccttiioonn  LLiimmiitt  iiss  ccuurrrreennttllyy  sseett  aatt  $$55,,000000..    PPuurr cchhaasseess  sshhoouulldd  
nnoott   bbee  sspplliitt   ttoo  cciirr ccuummvveenntt   tthhiiss  lliimmiitt ..    DDeeppaarrttmmeennttaall  rreeqquueessttss  ffoorr  ssppeecciiaall  ppuurrcchhaasseess  aanndd  
tteemmppoorraarryy  SSiinnggllee  TTrraannssaaccttiioonn  LLiimmiitt  iinnccrreeaasseess  mmuusstt  bbee  ssuubbmmiitttteedd  ttoo  tthhee  PPuurrcchhaassiinngg  DDiivviissiioonn  bbyy  
eemmaaiilliinngg  tthhee  PPrrooccuurreemmeenntt  CCaarrdd  CCoooorrddiinnaattoorr  wwiitthh  tthhee  ffoolllloowwiinngg  iinnffoorrmmaattiioonn::  

  
    VVeennddoorr  nnaammee  
    AAmmoouunntt  ooff  ppuurrcchhaassee  
    BBrriieeff  jjuussttiiffiiccaattiioonn  
    LLaasstt  44  ddiiggiittss  ooff  tthhee  ccaarrdd  nnuummbbeerr  
    SSuuppeerrvviissoorr’’ss  aapppprroovvaall..  
  

TThhee  rreeqquueesstt  wwiillll  bbee  rreevviieewweedd..    IIff  aapppprroovveedd,,  tthhee  rreeqquueesstt  wwiillll  bbee  ffoorrwwaarrddeedd  ttoo  tthhee  PPrrooccuurreemmeenntt  
CCaarrdd  AAddmmiinniissttrraattoorr  wwhhoo  wwiillll  aaddvviissee  tthhee  ddeeppaarrttmmeenntt  ooff  tthhee  iinnccrreeaassee..  

  

http://www.uky.edu/Purchasing/pcts.html�
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PPuurrcchhaassiinngg  PPoolliicciieess  ((ccoonntt..))  
  
  

      
CCaappiittaa ll  EEqquuiippmmeenntt   PPoolliiccyy  

AAllll  ccaappiittaall  eeqquuiippmmeenntt  ppuurrcchhaasseess  aarree  rreessttrriicctteedd  ffrroomm  tthhee  pprrooccuurreemmeenntt  ccaarrdd  wwiitthh  tthhee  eexxcceeppttiioonn  ooff  
ccoommppuutteerrss  ppuurrcchhaasseedd  tthhrroouugghh  wwwwww..uukkyy..eedduu//eebbuuyy  ((sseeee  aabboovvee))..    TToo  rreevviieeww  tthhee  UUnniivveerrssiittyy’’ss  
ccaappiittaall  eeqquuiippmmeenntt  ppoolliiccyy  sseeee  AAppppeennddiixx  HH..  

  

  
PPrr oommoott iioonnaall  II tteemmss  

OOrrddeerrss  ffoorr  pprroommoottiioonnaall  iitteemmss  mmuusstt  bbee  ddoonnee  tthhrroouugghh  tthhee  rreeqquuiissiittiioonn  pprroocceessss  oonn  SSAAPP..      
  

  
HHoossppiittaall  PPuurr cchhaassiinngg  

******  FFoorr   aallll  tthhoossee  uussiinngg  aa  HHoossppiittaall  ccoosstt   cceenntteerr   ((11005588xxxxxxxxxx))::     PPeerr  FFiissccaall  PPllaannnniinngg//AAnnaallyyssiiss  
DDiirr//HHoossppiittaall  --  HHoossppiittaall  ddeeppaarrttmmeennttss  aarree  nnoott  

  

aauutthhoorriizzeedd  ttoo  pprrooccuurree  ppaattiieenntt  rreellaatteedd  iitteemmss  iinncclluuddiinngg  
bbuutt  nnoott  lliimmiitteedd  ttoo  mmeeddiiccaall//ssuurrggiiccaall  ssuupppplliieess  aanndd//oorr  mmiinnoorr  eeqquuiippmmeenntt  oonn  tthhee  pprrooccuurreemmeenntt  ccaarrdd  
wwhheenn  uussiinngg  aa  hhoossppiittaall  ccoosstt  cceenntteerr..      PPaattiieenntt  rreellaatteedd  iitteemmss  tthhaatt  aarree  nneeeeddeedd  aanndd  ddoo  nnoott  hhaavvee  aa  SSAAPP  
mmaatteerriiaall  nnuummbbeerr  aarree  ttoo  bbee  ppuutt  oonn  aa  ZZBB  rreeqquuiissiittiioonn  aass  aa  NNOONN--FFIILLEE  iitteemm  aanndd  sseenntt  tthhrroouugghh  tthhee  
ssyysstteemm..    AA  mmaattrriixx  hhaass  bbeeeenn  ddeevveellooppeedd  ttoo  hheellpp  ddeeffiinnee  wwhhaatt  ttyyppee  ooff  rreeqquuiissiittiioonn  nneeeeddss  ttoo  bbee  uusseedd..  

hhttttpp::////wwwwww..uukkyy..eedduu//PPuurrcchhaassiinngg//zzbbnnbbmmaattrriixx..ppddff  
  
  

****  IIff  tthhee  vveennddoorr   ddooeess  nnoott   aacccceepptt   tthhee  pprr ooccuurr eemmeenntt   ccaarr dd,,  aa  rr eeqquuiissiitt iioonn  mmuusstt   bbee  eenntteerr eedd  iinn  
SSAAPP  wwiitthh  aa  qquuoottee  sseenntt   ttoo  PPuurr cchhaassiinngg  ffoorr   tthhee  pprr oocceessssiinngg  ooff  aa  ppuurr cchhaassee  oorr ddeerr   ffoorr   tthhee  nneeeeddeedd  
ggooooddss  nnoo  mmaatt tteerr   hhooww  ssmmaallll  tthhee  ppuurr cchhaassee..  

  
  

  

http://www.uky.edu/ebuy�
http://www.uky.edu/Purchasing/zbnbmatrix.pdf�
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Purchasing of Travel Services and Payment of Registration Fees 
 
Generally, University of Kentucky employees traveling on official university 
business are responsible for defraying their travel expenses and be reimbursed 
in accordance with the policies for Official University Travel. (University of 
Kentucky Business Procedures E-5-1 through E-5-3). In consideration of this 
requirement, certain travel expenses incurred by an employee may be paid by 
the University of Kentucky Procurement Card. These expenses may be paid only 
in strict accordance with the Procurement Card User Agreement and the 
guidelines outlined in the Cardholder Manual and in Business Procedures 
Manual Sections E-5-1 through E-5-3. Responsibility for enforcement of this 
policy rests at the departmental level but the Office of the Treasurer is 
responsible for monitoring the program and imposing punitive actions or 
restrictions for policy violations by departmental personnel or cardholders. 
 
 
Obtaining a Procurement Card Approved for Airline Expenses 
 
Upon special request and approval of the cardholder’s supervisor and Dean 
and/or Administrative Officer, a cardholder may have their Procurement Card 
approved for purchasing airline tickets for official travel. Each request requires 
the completion of a new application and cardholder user agreement. The 
documents should be prepared as follows and directed to the Procurement Card 
Administrator in the Office of the Treasurer for final approval. 
 
A. Complete the Procurement Card application located at: 

B. Get the application approved by the cardholder’s Supervisor and 
Dean/Administrative Officer. 

http://www.uky.edu/EVPFA/Controller/files/pay/pcapp.pdf 

C. Complete the Cardholder User Agreement located at 
http://www.uky.edu/EVPFA/Controller/files/pay/UserAgreeNew.doc

D. Forward the original application and original user agreement to:  
  

   
  Procurement Card Administrator 
  Accounts Payable 
  331 Service Building 
  Campus 0005 
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Airline Tickets 
 
Official University air travel arranged through the University’s lead travel agency, one of 
its preferred travel agencies, or its online reservation system may be purchased with the 
Procurement Card. Official University business air travel arranged through an alternate 
travel agency or Web site must be purchased with a personal credit card and 
justified/supported by a cost comparison printed from Trip Manager on the day of 
purchase.  Reimbursement of expenses for purchases from alternative sources must be 
requested by Travel Expense Voucher.  See the Business Procedures Manual sections 
E-5-1 through E-5-3. 
 
Airfare expenses must be coach/tourist class only (no first class) and may not include 
circuitous routes for personal reasons.  

 
Registration Fees 
 
Registration fees may be charged to the procurement card for official University 
business travel. Registration fees are limited to the actual registration fee only. If other 
expenses are associated with the registration fee such as optional events, meals, or 
membership dues, shall not to be paid by the procurement card.  
 
Hotel Expenses 
 
Hotel expenses are limited to the single room rate, room tax and business incidentals.  
These expenses should not be paid in advance unless they are required by the lodging 
facility.   Meals are not allowed on the procard due to the different per diem rate for 
each destination varies. 
 
Auto Rentals 
 
Auto rental in lieu of other ordinary transportation will be allowed only with acceptable 
justification. Insurance for  collision or comprehensive damage waiver-deductible on 
rental vehicles is covered by the University’s Actual Cash Value Comprehensive & 
Collision coverage plan and therefore is neither an authorized nor reimbursable travel 
expense. (Other insurance, including liability or casualty insurance, is a personal 
expense.) 
 
Other Expenses 
 
All other travel expenses not specifically authorized by this policy are restricted from the 
procurement card, i.e: subway, taxi & train fares, parking … 
 
 
NOTE: See the Business Procedures Manual, sections E-5-1 through E-5-3, for 
a complete listing of the University of Kentucky’s Travel Regulations. 
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Other University Policies 
 
Office of the Treasurer - Records/Retention and Documentation Standards 

 
The University's record retention policy requires that records of all card 
transactions be kept on file for audit purposes for three fiscal years. Records and 
documentation for transactions charged to a WBS Element must be kept on file 
for three fiscal years after the final financial report has been submitted. The 
documentation must support the propriety of the transaction and contain the 
following information: 

 
A. Vendor name. 

 B. Detail listing of what was purchased, including item description, quantity 
and price. 
C. Total dollar amount of the purchase. 
D. Transaction date. 
E. Purpose/explanation for purchase (if necessary) 
 
Examples of acceptable supporting documentation includes, but are not 
limited to: 
  
A. Original sales receipt 
B. Original packing slip 
C. Original cash register receipt 
D. Copy of order form or application 
E. Email confirmation of Internet order 
 
Documentation required for travel expenses may differ from the 
above.   
 
Airline expenses require the flight itinerary and ticket receipt. A hotel folio 
must be provided for hotel expenses. For registration fees, a receipt 
including a breakdown of itemized expenses is required.   
          
Copies of supporting documentation are acceptable only when the original 
is not available. Imaged documentation is acceptable as original 
documentation if it meets the criterion set forth in the University's Records 
Retention Program.  Please consult your records retention manager for 
compliance requirements.  
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Office of the Treasurer - Internal Controls 
 

Each college/department/unit utilizing the card must maintain a separation of duties 
between the use of the card and approval of the transactions for payment.  AApppprroovvaall  
ooff  PPrrooccuurreemmeenntt  CCaarrdd  ttrraannssaaccttiioonnss  sshhoouulldd  bbee  bbyy  tthhee  ddiirreecctt  ssuuppeerrvviissoorr  ooff  tthhee  
ccaarrddhhoollddeerr..  IIff  tthhee  ssuuppeerrvviissoorr  hhaass  ddeelleeggaatteedd  tthhiiss  pprroocceessss  ttoo  aannootthheerr,,  tthhee  ddeelleeggaattiioonn  
sshhoouulldd  bbee  mmaaddee  iinn  wwrriittiinngg.. 
 
 
Office of the Treasurer - Responsibilities 
Authority to use the procurement card is delegated to departments by the 
Purchasing Division. However, disbursement of funds for settlement of valid claims 
for goods and services is the responsibility of the Office of the Treasurer. Therefore, 
use of the procurement card must be in accordance with the purchasing regulations 
as well as the internal controls and audit standards set forth by the Office of the 
Treasurer. 

 
Deans/Directors/Administrative Officers 
The minimum level of approval of procurement card applications is Dean / 
Director / Administrative Officer. Approval also implies that all colleges / 
departments / units using the cards will do so in accordance with all University 
policies. 

 
Cardholder  
A procurement cardholder must be a regular UK employee. Procurement cards 
are not issued to students or STEPS employees. Each recipient of a University of 
Kentucky procurement card is required to attend a training session conducted by 
the Procurement Card Administrator. The training focuses on the basic use of the 
card and the responsibilities associated with it. After completion of the training, 
each recipient is required to sign a Cardholder User Agreement (Appendix B) 
which spells out the responsibilities of each cardholder. 
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Participating in the Program 
 
 

Obtaining and Completing a Card Application (APPENDIX C) 
An application may be obtained by going to the web address listed on this 
manual's cover page or the Forms page off of the UK Home Page. The 
application will be reviewed by the Procurement Card Administrator. Upon 
approval, the Procurement Card Administrator will schedule training sessions 
and notify all new applicants via email. 

 
NOTE: WBS ELEMENTS 
A card application identifying a WBS Element as the default cost object 
must also provide the expiration date of the grant.  When an expired grant 
is renewed, it is the responsibility of the department to notify the 
Procurement Card Administrator, in writing, with the new cost object and 
expiration date.  Cards tied to WBS Elements will be suspended the 
following month after the grant expires unless notification has been 
received. Notifications should be from the cardholder's Business Office or 
Supervisor and sent to the Procurement Card Administrator at 
 procard @email.uky.edu. 
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Procedures 
 

Card Information Revision 
 

On occasion, it may be necessary to change minor information on a procurement card. 
In these cases the information on an original card application may be revised by 
sending an email to the Procurement Card Administrator. The email must be from the 
cardholder's Business Officer or Supervisor. Please include the cardholder name and 
the changes desired. To change the name or department of a cardholder, the card must 
be deleted and a new card application completed.  

          
Card Renewal 

 
New cards are issued for three year periods. Upon expiration, they are automatically 
renewed. 

 
Termination of Employment/Transfers  

 
Card(s) assigned to an employee who terminates employment with the University or 
transfers to another department must be deactivated immediately. The 
cardholder/department is responsible for notifying the Procurement Card Administrator 
in writing via email prior to the termination/transfer date.  
 
Lost /Stolen Card(s)  
 
Upon determination that a card has been lost or stolen, it is the cardholder's 
responsibility to immediately contact JP Morgan Chase at 1-800-270-7760 and also 
notify the Procurement Card Administrator at procard@email.uky.edu. 
 
Express Mail Couriers 
 
The University of Kentucky requires all air express shipments to be paid on the 
Procurement Card. This requires that the card be set-up with UPS and/or FedEX. See 
Appendix F for the appropriate registration forms. These forms must be processed in 
order for the card to be charged and to get the University's discount. Only one card 
number may be set-up for each shipper account number. Check with your department's 
Business Office to determine if your card needs to be established against your shipper 
account. If the card currently registered with these Express Mail Couriers is canceled, a 
new form needs to be processed ASAP to register a new card number.  
 
If you do not have an account with the Express Mail Courier you wish to use, contact 
the vendor's customer service to establish an account before sending the registration 
forms. 
 
   

 
 
 

Sales Tax 
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The University of Kentucky, as an agency of  the Commonwealth of Kentucky, is 
exempt from Kentucky Sales Tax. The sales tax-exempt number (A-276) is 
embossed on the front of every card.  Vendors may receive a tax-exempt 
certificate by contacting the Purchasing Division at (859) 257-9100x233 or by 
following the link provided below:  www.uky.edu/Purchasing/taxexempt.pdf. 
 
When making out-of-state purchases, please be aware that our tax exempt 
status may be recognized by that state.  Purchasing’s webpage offers a listing of  
“State-by-State Sales Tax Exemption Information” which can be found at the 
following web link: 
http://www.uky.edu/Purchasing/taxexemptinfo.htm   
 

Card Misuse or Irregularities 
 

Misuse of a card or unusual or irregular transactions should be reported to the  
Procurement Card Administrator immediately. 
 
Disputed Charges, Credits, and Returns 

 

The cardholder is responsible for contacting the vendor for any disputed charges 
or other items such as credits and returns. Disputed charges could result from 
failure to receive goods or services, fraud or misuse, altered charges, defective 
merchandise, incorrect amounts, duplicate charges, credits not processed, etc.  
 

Disputes can generally be resolved by contacting the vendor. However if the 
cardholder is unable to reach an agreement with the vendor, the next step is to 
complete a “Dispute” form (Appendix D) and fax or mail it along with any 
supporting documentation to: 
 

  Procurement Card Administrator 
  Accounts Payable 
  331 Service Building 
  Lexington, Ky. 40506-0005  
  FAX 323-1954 
 
All disputed charges should be submitted to the Procurement Card Administrator 
within sixty (60) days of the bank date. Any dispute received after the 60 days 
may result in our inability to assist you with the dispute. A copy of the dispute 
form should be maintained for your records. The request will be forwarded 
directly to JP Morgan Chase for review. JP Morgan Chase will immediately 
investigate the dispute and notify the department of the results. 

 
 
 
 
 

http://www.uky.edu/Purchasing/taxexempt.pdf�
http://www.uky.edu/Purchasing/taxexemptinfo.htm�
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Ordering Process 

 

The procurement card may be used to purchase goods or services in person, 
over the phone, by mail, or by secure Internet sites. When making a purchase, 
please be sure to provide the vendor with the following information:  
 

1. Identify yourself as a University of Kentucky employee.  
2. You’re making a University purchase using a University of Kentucky 
procurement card. 
3. The University is tax-exempt and give the University’s tax-exempt number (on 
front of card). 
 

When making a purchase by phone, also provide the vendor with the following:  
 

4. Individual Card Number and Expiration Date. 
   5. Complete delivery address including building and room number. 
6. Description of goods or services to be ordered. 

  

The final step of a phone order should be: 
 

7. Recap the items and quantities ordered. 
8. Verify that all items are available for shipment. Backordered items should be 
ordered separately if the entire order is under the Single Transaction Limit. 
Purchases are not to split to avoid the procurement card’s Single Transaction 
Limit. 
9. Verify the total charges, including any shipping/handling, hazardous fee 
charges, etc.. 
10. Request that the vendor include a receipt of your order with the shipment or 
mail you a receipt immediately upon shipment. 
 

An “Order Control Log” or similar document is recommended for departments 
that make frequent purchases. See Appendix E for an example of a control log.  
Such a log can be helpful in verifying orders when received. 
 

NOTE: By University policy, vendors are not permitted to charge your card for 
purchases until the items have been shipped. 

 

 
Card Failure/Transaction Approval Denied 
 

If a card becomes defective and will not “read” at the point of sale terminal or a 
transaction is denied, contact the Procurement Card Administrator at 859-323-
4404 or procard@email.uky.edu.   All reports of denied transactions should be 
reported within ten business days, otherwise the transaction or transactions in 
question cannot be researched.

mailto:procard@email.uky.edu�


  

  
  

APPENDIX A  Procurement Card Restrictions 
 

 Restricted 
Businesses 

 Restricted Purchases 

    
A.  Florists  A. Alcoholic Beverages 
B. Liquor Stores   B. Ammunition/Weapons 
C. Convenience Stores  C. Banking Services 
D. Post Offices  D. Cash Advances 
E. Insurance Agencies  E. Communication Services (cellular phones,   
F. ATMs    pagers, internet services, etc.) 
G. Attorneys  F. Consulting and Related Services 
H. Jewelers  G. Flowers 
I. Gasoline Distributors  H. Gasoline 
J. Caterers  I. Insurance 
K. Restaurants  J. Legal Services 
L. 1099 Reportable Vendors  K. Memberships 
M. Medical Services  L. Postage Stamps 
N.     Real Estate/Property  M. Prepaid Phone Cards 
    N. Prescription Drugs and Controlled 
      Substances 
    O. 

P.                   
Q. 

Promotional Items 
Rent/Lease Payments 
Temporary Help Services 
All Other Discretionary Expenses  

       (Appendix I) 
    
    

  
QQuuaassii  RReessttrriicctteedd  PPuurrcchhaasseess  

  
AA..  AAiirrlliinnee  TTiicckkeettss  ––    OOnnllyy  aaiirrlliinnee  ttiicckkeettss  ppuurrcchhaasseedd  tthhrroouugghh  tthhee  UUnniivveerriissttyy’’ss  pprreeffeerrrreedd  ttrraavveell  aaggeenncciieess  aarree  aalllloowweedd  oonn  

PPrrooccuurreemmeenntt  CCaarrddss  tthhaatt  hhaavvee  bbeeeenn  ssppeecciiffiiccaallllyy  aapppprroovveedd  ffoorr  aaiirrlliinnee  eexxppeennsseess..    
  

BB..  FFoooodd  PPrroodduuccttss  ––  AAllll  ppuurrcchhaasseess  ooff  ffoooodd  pprroodduuccttss  mmaaddee  bbyy  PPrrooccuurreemmeenntt  CCaarrdd  mmuusstt  bbee  iinn  ssttrriicctt  aaccccoorrddaannccee  wwiitthh  tthhee  
DDiissccrreettiioonnaarryy  EExxppeennddiittuurree  PPoolliiccyy  ffuunnddiinngg  rreeqquuiirreemmeennttss..    TThhee  ddeeppaarrttmmeenntt  iiss  ddeelleeggaatteedd  tthhee  rreessppoonnssiibbiilliittyy  ttoo  aaddhheerree  
ttoo  tthhee  UUnniivveerrssiittyy’’ss  rreeqquuiirreemmeennttss  ffoorr  aapppprroopprriiaattee  ddooccuummeennttaattiioonn,,  ffuunnddiinngg  aanndd  aapppprroovvaall..  

  
CC..  CCaappiittaall  EEqquuiippmmeenntt  ––  ((AAllssoo  sseeee  AAppppeennddiixx  HH))  

••  AAnnyy  eeqquuiippmmeenntt  ccoossttiinngg  $$22,,000000..0000  oorr  mmoorree  mmaayy  nnoott  bbee  ppuurrcchhaasseedd  bbyy  PPrrooccuurreemmeenntt  CCaarrdd..  
••  AAllll  eeqquuiippmmeenntt  ccoossttiinngg  lleessss  tthhaann  $$22,,000000..0000  mmaayy  bbee  ppuurrcchhaasseedd  bbyy  PPrrooccuurreemmeenntt  ccaarrdd  eexxcceepptt  aass  ffoolllloowwss::  

oo  CCoommppuutteerrss  aanndd  ccoommppuuttiinngg  eeqquuiippmmeenntt  ((aauuttoommaattiicc  ddaattaa  pprroocceessssiinngg  ddeevviicceess))  ccoossttiinngg  $$11,,000000..0000  oorr  
mmoorree..  

NNoottee::  TTeecchhnnoollooggyy  rreellaatteedd  eeqquuiippmmeenntt  aanndd  ssuupppplliieess  mmaayy  bbee  ppuurrcchhaasseedd  oonn  eebbuuyy  bbyy  PPrrooccuurreemmeenntt  CCaarrdd..  FFoorr  ddeettaaiillss  ggoo  ttoo  
    hhttttpp::////wwwwww..uukkyy..eedduu//PPuurrcchhaassiinngg//eebbuuyy//  ..        
  
  

http://www.uky.edu/Purchasing/ebuy/�


  

  
  

 
APPENDIX B                          

      UNIVERSITY OF KENTUCKY 
Procurement Card Program 
Cardholder User Agreement 

 
 
As a recipient of a University of Kentucky Procurement Card, I agree to the following terms and 
conditions: 
 
 

1. I will use the card only in accordance with University policies, regulations, and procedures as 
stated within the University Personnel Policy Manual, the Business Procedures Manual, and the 
Procurement Card User’s Guide.   

 
2. I will adhere to University price contracts and will not manipulate/split orders over the Single 

Transaction Limit. 
 

3. I understand this is NOT a personal purchasing card and I will  not  make any  personal charges 
against my card(s) under any circumstances. 

 
4. I am responsible for ensuring my card(s) and my card number(s) are protected from theft or loss. I 

will immediately notify the Procurement Card Administrator of  any loss or improper use of my 
card(s) or card number(s). 

 
5. I am responsible for obtaining and submitting, for audit purposes, all proper invoices/receipts or 

other documentation necessary to substantiate the propriety of each card transaction.  
 

6.  I will surrender the procurement card to the University’s Procurement Card Administrator or my 
immediate supervisor upon demand or upon my termination of employment with the University.  

 
7. If my procard is approved for travel, I will comply with the travel regulations and limitations 

established by the Procurement Card policies and the Business Procedures Manual Travel 
Regulations (E-5-1 – E-5-3). 

 
8. If my procard defaults to a grant account, I am responsible for ensuring that all purchases made on 

this card be for that specific grant.   
 

99..  II  uunnddeerrssttaanndd  tthhaatt  ffaaiilluurree  ttoo  ccoommppllyy  wwiitthh  tthhee  ppoolliicciieess,,  rreegguullaattiioonnss,,  aanndd  gguuiiddeelliinneess  sseett  ffoorrtthh  hheerreeiinn  
mmaayy  rreessuulltt  iinn  tteerrmmiinnaattiioonn  ooff    mmyy  eemmppllooyymmeenntt  ffrroomm  tthhee  UUnniivveerrssiittyy  ooff  KKeennttuucckkyy..  

 
---------------------------------------------------------------------------------------------------------------------------------------------- 
 
 
I hereby certify that I have read, understand and shall adhere to the University of Kentucky’s 
Procurement Card policies, regulations, and procedures. 
 
Cardholder  Signature                                                                                                    Date _______________  
                             
Procurement Card Administrator  
Signature                                                                                                    Date _______________                                                                                                                                                          
 
  
  



  

  
  

 
 
 
 
 
APPENDIX C  

UUNNIIVVEERRSSIITTYY  OOFF  KKEENNTTUUCCKKYY  
PPUURRCCHHAASSIINNGG  CCAARRDD  AAPPPPLLIICCAATTIIOONN  

  

EEMMPPLLOOYYEEEE  IINNFFOORRMMAATTIIOONN  

  
________________________________________________________________  
CCaarrdd  AApppplliiccaanntt’’ss  SSAAPP  PPeerrssoonn  IIDD  
__________________________________________________________________________________________________________________________________________________________________________      
FFiirrsstt  NNaammee        MMiiddddllee  IInniittiiaall            LLaasstt  NNaammee    
__________________________________________________________________________________________________________________________________________________________((______))________________________________________  
BBuussiinneessss  SSttrreeeett  AAddddrreessss  ((DDeeppaarrttmmeenntt  NNaammee))          AAddddrreessss  22  ((RRoooomm  aanndd  BBuuiillddiinngg))              BBuussiinneessss  PPhhoonnee  NNuummbbeerr    
__________________________________________________________________________________________________________________________________________________________________________________________________________  
CCiittyy        SSttaattee      ZZiipp  aanndd  ssppeeeedd  ssoorrtt    CCaarrddhhoollddeerr’’ss  EEmmaaiillAAddddrreessss  
__________________________________________________________________________________________________________________________________________________________________________________________________________  
MMootthheerr’’ss  MMaaiiddeenn  NNaammee            DDaattee  ooff  BBiirrtthh                            SSoocciiaall  SSeeccuurriittyy  NNuummbbeerr  CCaarrddhhoollddeerr  DDeeppaarrttmmeenntt  NNuummbbeerr  
      
  
AAiirr lliinnee  TTiicckkeettss  oonn  ccaarr dd::   __________YYeess      __________NNoo    PPrr ooccaarr dd  EEddiittoorr   11  ((SSAAPP  UUsseerr   IIDD))  ____________________________________________  
  
AAuuttoo  RReennttaall  oonn  ccaarrdd::  __________YYeess      __________NNoo    PPrrooccaarrdd  EEddiittoorr  22  ((SSAAPP  UUsseerr  IIDD))______________________________________________  
  
HHootteell  LLooddggiinngg  oonn  ccaarr dd::  __________YYeess      __________NNoo    PPrr ooccaarr dd  EEddiittoorr   33  ((SSAAPP  UUsseerr   IIDD))  ____________________________________________  
  
IIff  tthhiiss  aapppplliiccaatt iioonn  iiss  ttoo  aadddd  tt rr aavveell  ttoo  aann  eexxiisstt iinngg  ccaarr dd,,  pprr oovviiddee  llaasstt   44  ddiiggiittss  ooff  ccaarr dd##  ______________________________________________________    
  

CCOOMMPPAANNYY  IINNFFOORRMMAATTIIOONN  

  
CCoommppaannyy  AAddddrreessss              AACCCCOOUUNNTTSS  PPAAYYAABBLLEE    333311  SSEERRVVIICCEEBBLLDDGG______  
LLEEXXIINNGGTTOONN          KKYY                                    4400550066--________________________________    
CCiittyy            SSttaattee                        ZZiipp  
  
                      ________________________________________          
MMoonntthhllyy  CCrreeddiitt  LLiimmiitt                                          PPrriimmaarryy  CCoosstt  OObbjjeecctt                                                                                                                    SSeeccoonnddaarryy  CCoosstt  OObbjjeecctt  
  
__________________________________________                                                                                
MMCCCC  GGrroouupp  ((IInncclluuddee  \\  EExxcclluuddee))    SSiinnggllee  TTrraannssaaccttiioonn  LLiimmiitt        SSeeccoonndd  LLiinnee  ooff  EEmmbboossssiinngg  ((DDeepptt  NNaammee))  
  
__________________________________    ____________________________________    ________________________    ________________________________  
TTrraannssaaccttiioonn  PPeerr  DDaayy    TTrraannssaaccttiioonnss  ppeerr  MMoonntthh    HHiieerraarrcchhyy  LLeevveell    HHiieerraarrcchhyy  IIDD  

EEMMPPLLOOYYEEEE  //  AAPPPPRROOVVAALL  SSIIGGNNAATTUURREE  

  
          __________________                              __________________________________________________________________  
SSiiggnnaattuurree  ooff  AApppplliiccaanntt  //  DDaattee          PPrrooccuurreemmeenntt  CCaarrdd  AAddmmiinniissttrraattoorr//DDaattee  
__________________________________________________________________________________________________________________________________________________________________________________________________________  
AApppprroovviinngg  SSuuppeerrvviissoorr    NNaammee  ((PPlleeaassee  PPrriinntt))    EEmmaaiill  AAddddrreessss    AApppprroovviinngg  SSuuppeerrvviissoorr  SSiiggnnaattuurree  aanndd  DDaattee    
______________________________________________________________________                                                ______________________________________                          ________________________________________________________________  
AApppprroovviinngg  DDeeaann//AAddmmiinnssiittrraattiivvee  OOffffiicceerr  NNaammee  ((PPlleeaassee  PPrriinntt))            EEmmaaiill  AAddddrreessss        AApppprroovviinngg  DDeeaann//AAddmmiinnssiittrraattiivvee  OOffffiicceerr  SSiiggnnaattuurree//DDaattee  
            

   



  

  
  

AAPPPPEENNDDIIXX  DD                                JJPP  MMOORRGGAANN  CCHHAASSEE  DDIISSPPUUTTEE  FFOORRMM  
  

NNAAMMEE::  ____________________________________________________________  MMCC  AACCCCTT  ##  __________________________________________________________  
  
MMEERRCCHHAANNTT  NNAAMMEE::  ________________________________________________________    AAMMOOUUNNTT::____________________________________________  
  
TTRRAANNSSAACCTTIIOONN    DDAATTEE::  __________________________________    PPOOSSTT    DDAATTEE::______________________________________________________  
  
DDeeaarr  CCaarrddhhoollddeerr,,  
TThhiiss  ffoorrmm  hhaass  bbeeeenn  ffoorrwwaarrddeedd  ttoo  yyoouu  ffoorr  yyoouurr  ccoonnvveenniieennccee..    IIff  yyoouu  nneeeedd  aaddddiittiioonnaall  ssppaaccee  pplleeaassee  uussee  tthhee  rreevveerrssee  ssiiddee..    RReegguullaattiioonnss  
rreeggaarrddiinngg  yyoouurr  ddiissppuuttee  rreeqquuiirree  tthhaatt  yyoouu  nnoottiiffyy  uuss  iinn  wwrriittiinngg  wwiitthhiinn  6600  ddaayyss  ooff  yyoouurr  rreecceeiipptt  ooff  tthhee  ttrraannssaaccttiioonn..    AAtttteemmppttss  sshhoouulldd  bbee  
mmaaddee  wwiitthh  mmeerrcchhaanntt  ttoo  rreessoollvvee  tthhee  ddiissppuuttee  bbeeffoorree  nnoottiiffyyiinngg  yyoouurr  PPrrooccuurreemmeenntt  CCaarrdd  AAddmmiinniissttrraattoorr..  AAnnyy  rreessppoonnssee  rreecceeiivveedd  aafftteerr  tthhee  
aabboovvee  mmeennttiioonneedd  ttiimmee  ffrraammee  mmaayy  rreessuulltt  iinn  oouurr  iinnaabbiilliittyy  ttoo  aassssiisstt  yyoouu  wwiitthh  yyoouurr  ddiissppuuttee..  PPlleeaassee  ffaaxx  yyoouurr  ddiissppuuttee  nnoottiiffiiccaattiioonn  ttoo::          11--
885599--332233--11995544..    
  
CCHHEECCKK  &&  CCOOMMPPLLEETTEE    TTHHEE    OONNEE    TTHHAATT    BBEESSTT    DDEESSCCRRIIBBEESS    YYOOUURR    DDIISSPPUUTTEE    &&    PPRROOVVIIDDEE    AALLLL    RREEQQUUEESSTTEEDD    DDOOCCUUMMEENNTTAATTIIOONN  
AA..    ________    II  hhaavvee  bbeeeenn  bbiilllleedd  mmoorree  tthhaann  oonnccee  ffoorr  tthhee  ssaammee  ttrraannssaaccttiioonn..    II  aauutthhoorriizzeedd  oonnllyy  oonnee  

cchhaarrggee  wwiitthh  tthhiiss  mmeerrcchhaanntt  ffoorr  $$________________..    MMyy  ccaarrdd  wwaass  iinn  mmyy  ppoosssseessssiioonn  aatt  tthhee  ttiimmee  ooff  tthhee  
ddiissppuutteedd  bbiilllliinngg..  

  

BB..    ________    II  hhaavvee  bbeeeenn  cchhaarrggeedd  ffoorr  aa  ppuurrcchhaassee  tthhaatt  wwaass  ppaaiidd  ffoorr  bbyy  ootthheerr  mmeeaannss..  ((OOtthheerr  ccrreeddiitt  ccaarrdd,,  
CChheecckk,,  EEttcc..))  EEnncclloossee  ccooppyy  ooff  ootthheerr  mmeetthhoodd  ooff  ppaayymmeenntt  tthhaatt  vveerriiffiieess  ppuurrcchhaassee  wwaass  ppaaiidd  
ffoorr  bbyy  ootthheerr  mmeeaannss..  

  

CC..    ________    II  hhaavvee  bbeeeenn  bbiilllleedd  ffoorr  tthhee  wwrroonngg  aammoouunntt  oonn  mmyy  aaccccoouunntt..    MMyy  ccrreeddiitt  ccaarrdd  rreecceeiipptt  sshhoowwss  
$$____________________..  HHoowweevveerr,,  II  wwaass  bbiilllleedd  $$____________________..    EEnncclloossee  aa  ccooppyy  ooff    rreecceeiipptt  sshhoowwiinngg  
ccoorrrreecctt  aammoouunntt..    

  

DD..    ________    II  ddiidd  nnoott  aauutthhoorriizzee  tthhiiss  cchhaarrggee..  
  

EE..    ________    MMeerrcchhaanntt  wwaass  ttoo  iissssuuee  ccrreeddiitt  ffoorr  ggooooddss  rreettuurrnneedd  oonn  ________________________..    TThhiiss  ccrreeddiitt  hhaass  nnoott  
ppoosstteedd  ttoo  mmyy  aaccccoouunntt..  EEnncclloossee  ccooppyy  ooff    ccrreeddiitt  rreecceeiipptt  rreecceeiivveedd  ffrroomm  mmeerrcchhaanntt  //  oorr  ccooppyy  ooff  
rreettuurrnneedd  mmaaiill  rreecceeiipptt..  

  

FF..    ________    II  hhaavvee  nnoott  rreecceeiivveedd  tthhee  SSeerrvviicceess//MMeerrcchhaannddiissee  II  oorrddeerreedd..    TThhee  SSeerrvviiccee//DDeelliivveerryy  ddaattee  
wwaass________________________..  EExxppllaaiinn  aallll  ddeettaaiillss,,  iinncclluuddiinngg  yyoouurr  aatttteemmpptt  ttoo  rreessoollvvee  wwiitthh  tthhee  
mmeerrcchhaanntt..    

  

GG..    ________    II  aatttteemmpptteedd  ttoo  rreettuurrnn  mmeerrcchhaannddiissee  bbuutt  tthhee  mmeerrcchhaanntt  rreeffuusseess  ttoo  aacccceepptt  iitt..      EExxppllaaiinn  
rreeaassoonn  ffoorr  rreettuurrnn,,  GGiivvee  MMeerrcchhaanntt’’ss  rreessppoonnssee  &&  pprroovviiddee  ccooppyy  ooff  oorriiggiinnaall  rreettuurrnn  mmaaiill  
rreecceeiipptt..    

  

HH..    ________    II  CCaanncceelleedd  SSeerrvviiccee,,  AAiirrlliinnee  ttiicckkeett,,  HHootteell  rreesseerrvvaattiioonn,,    oonn  __________________________..  CCaanncceellllaattiioonn  
##____________________________  

  

II..      ________    II  hhaavvee  ccoonnttaacctteedd  tthhee  mmeerrcchhaanntt  ttoo  rreessoollvvee  mmyy  ddiissppuuttee  aabboouutt  tthhee  qquuaalliittyy  ooff  sseerrvviicceess  oorr  
ggooooddss  aanndd  aamm  ssttiillll  nnoott  ssaattiissffiieedd..  DDeessccrriibbee  ddiissppuuttee  ffuullllyy,,  iinn  ddeettaaiill..  IInncclluuddee  aallll  ddooccuummeennttaattiioonn  
tthhaatt  ssuuppppoorrttss  yyoouurr  ccllaaiimm..    
  

JJ..      ________    II  hhaavvee  rreessoollvveedd  mmyy  ddiissppuuttee  wwiitthh  tthhee  mmeerrcchhaanntt..  
  
  
____________________________________________________________________________                                                  ______________________________________________________            
CCAARRDDHHOOLLDDEERR  SSIIGGNNAATTUURREE                                                                                                                                                                  DDAATTEE



  

  
  

APPENDIX E       MASTERCARD CONTROL LOG 
 

DEPARTMENT                                                   CARD #                                              
 

 
Date 

 
Control # 

 
Amount 

   
Vendor 

 
Item Description 

 
Card Out to 

 
Date In 

 
Bank Date 

Account 
Number to Be 

Charged 
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         
         



  

  
  

  
AAPPPPEENNDDIIXX  FF  
  
  

FFeeddeexx  MMaasstteerrccaarrdd  PPrrooccuurreemmeenntt  PPrrooggrraamm  
  

MMaannyy  ooff  yyoouu  hhaavvee  rreeqquueesstteedd  FFeeddeexx  iinnvvoollvveemmeenntt  iinn  UUKK’’ss  PPrrooccuurreemmeenntt  CCaarrdd  
PPrrooggrraamm..  WWee  aarree  pplleeaasseedd  ttoo  aannnnoouunnccee  tthhee  ccaappaabbiilliittyy  ttoo  hhaavvee  yyoouurr  sshhiippmmeennttss  bbiilllleedd  
ttoo  yyoouurr  DDeeppaarrttmmeenntt  MMaasstteerrccaarrdd  aaccccoouunntt..  TToo  uuttiilliizzee  tthhiiss  bbiilllliinngg  ooppttiioonn,,  yyoouu  wwiillll  nneeeedd  
ttoo  ffaaxx  tthhiiss  ffoorrmm  ttoo  11--880000--554488--33002200..  
  
NNoo  ootthheerr  sseerrvviiccee  aassppeecctt  hhaass  cchhaannggeedd..  CCoonnttiinnuuee  ttoo  ccaallll  11  ((880000))  GGOO  FFEEDDEEXX  ffoorr  oonn--
ccaallll  ppiicckkuuppss,,  lleeaavvee  yyoouurr  ppaacckkaaggee  aatt  tthhee  nnoorrmmaall  ppiicckk  uupp  ssiittee,,  oorr  ddrroopp  yyoouurr  ppaacckkaaggee  
iinn  oonnee  ooff  oouurr  ccoonnvveenniieenntt  ddrroopp  bbooxxeess..  ((ccaa llll  11--880000--GGOO  FFEEDDEEXX  ffoorr  tthhee  nneeaarreesstt  ddrroopp  
bbooxx))..  
  
IIff  yyoouu  ddoo  nnoott  hhaavvee  aa  FFeeddeexx  AAccccoouunntt  nnuummbbeerr,,  ccaallll  11  ((880000))  GGOO  FFEEDDEEXX  ttoo  iinniittiiaattee  aann  
aaccccoouunntt  aanndd  tthheenn  ffaaxx  tthhiiss  ffoorrmm..  
  
TThhaannkk  yyoouu  ffoorr  bbeeiinngg  aa  FFeeddeexx  ccuussttoommeerr  aanndd  ttrruussttiinngg  uuss  ttoo  qquuiicckkllyy  aanndd  ddeeppeennddaabbllyy  
ddeelliivveerr  yyoouurr  iimmppoorrttaanntt  ppaacckkaaggeess..  
  
UUKK  hhaass  mmoovveedd  ttoo  zzoonnee  pprriicciinngg..  
  
FFaaxx::  11--880000--554488--33002200      FFeeddeexx,,  BBiilllliinnggss  DDeepptt    
MMaasstteerrccaarrdd  AAccccoouunntt  NNuummbbeerr  __________________________________________________  
EExxppiirraattiioonn  DDaattee        __________________________________________________  
NNaammee  aass  iitt  AAppppeeaarrss  oonn  tthhee  CCaarrdd  __________________________________________________  
FFeeddEExx  AAccccoouunntt  NNuummbbeerr    __________________________________________________  
TTeelleepphhoonnee  NNuummbbeerr      __________________________________________________  
CCoonnttaacctt  NNaammee        __________________________________________________  
  
  
  
NNOOTTEE  ttoo  DDeeppaarrttmmeennttss::    AAllssoo  ffaaxx  oorr  eemmaaiill  tthhiiss  ffoorrmm  ttoo  SSccootttt  LLuuttiinn,,  PPrrooccuurreemmeenntt  
CCaarrdd  AAddmmiinniissttrraattoorr,,  ttoo  eennssuurree  tthhaatt  yyoouurr  sshhiippppiinngg  aaccccoouunntt  iiss  ttiieedd  ttoo  tthhee  UUnniivveerrssiittyy  
DDiissccoouunntt..  
  
FFaaxx::    332233--11995544  
EEmmaaiill::    pprrooccaarrdd@@eemmaaiill..uukkyy..eedduu  



  

  
  

  
AAPPPPEENNDDIIXX  FF  

  
  

UUPPSS  PPRROOCCUURREEMMEENNTT  CCAARRDD  RREEGGIISSTTRRAATTIIOONN  
  

DDeeaarr  VVaalluuaabbllee  UUKK  CCuussttoommeerr,,  
  
TThhaannkk  yyoouu  ffoorr  yyoouurr  bbuussiinneessss..  UUPPSS  iiss  pplleeaasseedd  ttoo  aannnnoouunnccee  tthhaatt  wwee  aarree  aabbllee  ttoo  pprroocceessss  yyoouurr  
IInntteerrnnaattiioonnaall  aanndd  DDoommeessttiicc  aaiirr  sshhiippmmeennttss  uussiinngg  tthhee  UUnniivveerrssiittyy  ooff  KKeennttuucckkyy''ss  nneeww  ddeeppaarrttmmeenntt  
pprrooccuurreemmeenntt  ccaarrdd..  TToo  rreeggiisstteerr  yyoouurr  pprrooccuurreemmeenntt  ccaarrdd  ffoorr  UUPPSS  aaiirr  sshhiippmmeennttss  pplleeaassee  ccoommpplleettee  
tthhee  bboottttoomm  ooff  tthhiiss  ffoorrmm  aanndd  rreettuurrnn  iitt  vviiaa  ffaaxx  ttoo  11--880011--445599--99882255..  TThhiiss  wwiillll  eennssuurree  tthhaatt  yyoouu  rreecceeiivvee  
tthhee  ssppeecciiaall  UUKK  ddiissccoouunntteedd  rraatteess  wwhheenn  yyoouu  uussee  yyoouurr  pprrooccuurreemmeenntt  ccaarrdd..    
  
AAfftteerr  rreeggiisstteerriinngg  yyoouurr  ccaarrdd  nnuummbbeerr  wwiitthh  UUPPSS  ((pplleeaassee  aallllooww  22  wweeeekkss)),,  ssiimmppllyy  sseelleecctt  tthhee  BBiillll  
SShhiippppeerr  ooppttiioonn  iinn  sseeccttiioonn  77  ((mmeetthhoodd  ooff  ppaayymmeenntt))  oonn  tthhee  AAiirr  SShhiippppiinngg  DDooccuummeenntt  ((AASSDD))..  CCaallll  UUPPSS  
ttoo  rreeqquueesstt  aann  ""OONN--CCAALLLL  AAIIRR  PPIICCKKUUPP  @@  11--880000--774422--55887777  oorr  ddeeppoossiitt  yyoouurr  sshhiippmmeenntt  iinn  oonnee  ooff  
yyoouurr  mmaannyy  AAiirr  DDrroopp--BBooxxeess  llooccaatteedd  aallll  aaccrroossss  ccaammppuuss..  YYoouu  ccaann  aallssoo  ddrroopp  yyoouurr  sshhiippmmeennttss  ooffff  aatt  
tthhee  UUKK  ppoosstt  ooffffiiccee  iinn  tthhee  bbaasseemmeenntt  ooff  tthhee  ccllaassssrroooomm  bbuuiillddiinngg..  
  
UUPPSS  iiss  ccoommmmiitttteedd  ttoo  ooffffeerriinngg  fflleexxiibbllee  sshhiippppiinngg  aanndd  ppaayymmeenntt  ssoolluuttiioonnss  ttoo  ccuussttoommeerrss  aatt  UUKK..  
PPlleeaassee  ffeeeell  ffrreeee  ttoo  vviissiitt  oouurr  UUPPSS  wweebb  ssiittee  @@  WWWWWW..UUPPSS..CCOOMM  aanndd  llooookk  uunnddeerr  tthhee  ""ssiittee  llooccaattoorr""  
ssccrreeeenn  ffoorr  tthhee  cclloosseesstt  ddrroopp  bbooxx  llooccaattiioonn  nneeaarr  yyoouu..  YYoouu  ccaann  aallssoo  rreeqquueesstt  aann  ""OONN  CCAALLLL  AAIIRR  PPIICCKK--
UUPP""    ffrroomm  oouurr  wweebb  ssiittee..  
  
AAggaaiinn,,  tthhaannkk  yyoouu  ffoorr  cchhoooossiinngg  UUPPSS  ffoorr  aallll  yyoouurr  eexxpprreessss  sshhiippppiinngg  nneeeeddss..  
  
  
FFaaxx  ttoo::        11--997722--888844--33008833  
  
UUKK  CCrreeddiitt  CCaarrdd  NNuummbbeerr::  ________________________________________________________  
  
EExxppiirraattiioonn  DDaattee::    ________________________________________________________  
  
UUPPSS  SShhiippppeerr  NNuummbbeerr::    ________________________________________________________  
  
CCoonnttaacctt  NNaammee::      ________________________________________________________  
  
PPhhoonnee  NNuummbbeerr::    ________________________________________________________  
  
AAUUTTHHOORRIIZZEEDD  SSIIGGNNAATTUURREE            ____________________________________________________________________________________  
  
DDAATTEE::          ____________________________________  
  
  
  
NNOOTTEE  TTOO  DDEEPPAARRTTMMEENNTTSS::  BBeewwaarree  ooff  yyoouurr  mmoonntthhllyy  ccrreeddiitt  lliimmiitt..  FFoorr  llaarrggee  aaccccoouunnttss  tthhiiss  ccoouulldd  ppoossee  aa  pprroobblleemm..  
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  UUNNIIVVEERRSSIITTYY  OOFF  KKEENNTTUUCCKKYY  

AACCCCOOUUNNTT  AACCTTIIVVAATTIIOONN  RREEQQUUEESSTT  FFOORRMM  
  
TToo  BBeeggiinn  PPllaacciinngg  OOrrddeerrss  wwiitthh  OOffffiicceeMMaaxx,,  ccoommpplleettee  tthhiiss  ffoorrmm  aanndd  ffaaxx  ttoo::  
  
  
WWeennddyy  JJeennkkss  
FFaaxx::    550022--225533--66330099  
  
OOrr  EEmmaaiill  ttoo::    kkeennlleennnnoonn@@ooffffiicceemmaaxx..ccoomm  
  
  
NNaammee::  ****  
OOffffiiccee  MMaaxx  CCoonnssiiggnneeee//SShhiippTToo  
((iiff  kknnoowwnn))::  

  

DDeepptt  NNaammee::    
BBllddgg  ––  RRoooomm  ##::  ****  
SSttrreeeett  AAddddrreessss::  ****  
CCiittyy//SSttaattee//ZZiipp++44::  ****  
PPhhoonnee##::  ****  
FFaaxx##::    
EEmmaaiill::  ****  
  
  
  
PPRROOCCUURREEMMEENNTT  CCAARRDD  IINNFFOORRMMAATTIIOONN::    
  
  
MMaasstteerrCCaarrdd  ##::  ****  
EExxppiirraattiioonn  DDaattee::  ****  
            
  
  
****RREEQQUUIIRREEDD  FFIIEELLDDSS;;  RREEQQUUEESSTT  CCAANNNNOOTT  BBEE  PPRROOCCEESSSSEEDD  IIFF  TTHHIISS  IINNFFOORRMMAATTIIOONN  HHAASS  NNOOTT  BBEEEENN  
PPRROOVVIIDDEEDD  
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EQUIPMENT CAPITALIZATION POLICY 
 
 
Effective July 1, 2001 the Board of Trustees adopted a revised policy for 
capitalization of equipment. The new policy is stated below, and is the basis for 
accountability. 
 
 

CAPITALIZATION POLICY: 
 
 

Category I  
 

Equipment costing $2,000 or more will be capitalized.  
 

Category II  
 

Equipment costing $1000 or more will be capitalized when it is:  
 

Computing equipment (automatic data processing devices and data 
processing functions, such as terminals, keyboards, visual display devices, 
printers, and central processing units). 

  
  
  
  
  
  



  

  
  

  
UNIVERSITY OF KENTUCKY 

Discretionary Expenditure Policy  
March 9, 2007 

 

    Non-       
UK 

Bus. 
Category Transaction Type Disc.  Disc. Minimum Levels Special Comments Proc. 

    Funds Funds of Responsibility*   Ref 
ALCOHOL Alcoholic Beverages No  Yes Provost/Exec Vice President Not permitted on non-discretionary funds for any function. B-3-2-2 
              
AWARDS   Employee Awards / Yes Yes Dean/CC President Must be part of an Employee Award/Incentive Program  E-7-12 
    Incentive Programs       approved by the President.  Any other individual employee   
          recognition mementos not to exceed $50 in value.   
              
    Student Awards Yes Yes Dean/CC President Must be part of a Student Award Program approved by the E-7-11 
        IF AWARD <$500 President.  Any other recognition mementos not to exceed   
          $50 in value.   
              
        Provost/Exec Vice President     
        IF AWARD     
        >$500     
CARDS   Holiday/Greeting Cards No Yes Provost/Exec Vice President   B-3-2-2 
              
CONTRIBUTIONS Cash Donations No No   Not allowed from any funds (See Gifts - Memorial)   
              
DUES   Institutional Yes Yes Dean/CC President/ Membership must be in the name of the University of B-3-2-2 
        Administrative Officer Kentucky and not an individual.   
    Individual Membership to:           
              
         * Civic, Service, Private Club No No   Not allowed from any funds.  This includes memberships to   
          Boone Center and Spindletop.   
         * Professional Organizations No Yes Dean/CC President/ May be paid from endowment funds for faculty members     
        Administrative Officer holding endowed chair positions.   
          May be paid from endowment funds for faculty members    
         * Professional Licenses No Yes Provost/Exec Vice President holding endowed chair positions.    
              
ENTERTAINMENT   Yes Yes Dean/CC President/ Valid contract required B-4 
  CONTRACTS       Administrative Officer     
              

 
 

UNIVERSITY OF KENTUCKY 
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Discretionary Expenditure Policy  
March 9, 2007 

 
 

    Non-       
UK 

Bus. 
Category Transaction Type Disc.  Disc. Minimum Levels Special Comments Proc. 

    Funds Funds of Responsibility*   Ref 
FLOWERS   Classroom Purposes Yes Yes Dean/CC President/   B-3-2-2 
        Administrative Officer     
    Congratulatory No No   Not allowed from any funds   
    Funeral/Illness:           
          * Employee & Immediate Family  No Yes Dean/CC President/ For funerals, monetary gifts, in lieu of flowers, not to exceed   
            (As defined in HR Policy 84.1.1.1)     Administrative Officer $50 may be made to family-designated charities or memorial funds.   
          * Friends/Donors   No Yes Dean/CC President/     
        Administrative Officer     
    Administrative Professionals Day No No   Not allowed from any funds   
              
GIFTS   Employees:           
            * Appreciation No No   Not allowed from any funds B-3-2-2 
            * Memorial No Yes Dean/CC President For funerals, monetary gifts, in lieu of flowers, not to exceed B-3-2-2 
        Administrative Officer $50 may be made to family-designated charities or memorial funds.   
            * Retirement Yes Yes Dean/CC President/ Must be official retirement from the University as defined in B-3-2-2 
        Administrative Officer AR II-1.6-1 and AR II-1.6-2. Limit of $150 - Cash or cash    
          equivalent gifts are not allowed.   
            * Special Occasions No No   Not allowed from any funds B-3-2-2 
            * Sporting Event Tickets No No   Not allowed from any funds - refer to sporting event tickets B-3-2-2 
          for Friends and Donors.   
    Friends/Donors:           

            * Appreciation No  Yes 
Provost/Exec Vice 

President   B-3-2-2 

            * Memorial No Yes 
Provost/Exec Vice 

President For funerals, monetary gifts in lieu of flowers not to exceed B-3-2-2 
          $50 may be made to family-designated charities or memorial    
          funds.   

            * Special Occasions No Yes 
Provost/Exec Vice 

President   B-3-2-2 
            * Sporting Event Tickets No Yes President Single tickets only.  May include employee ticket in role of host of  B-3-2-2 
           friend or donor.  Season tickets are not allowed from any funds.   
              

 
UNIVERSITY OF KENTUCKY 
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Discretionary Expenditure Policy  
March 9, 2007 

 

    Non-       
UK 

Bus. 
Category Transaction Type Disc.  Disc. Minimum Levels Special Comments Proc. 

    Funds Funds of Responsibility*   Ref 
GUEST   Yes Yes Dean/CC President/ Pay from actual receipts.  Can not be employee, prospective B-3-2-3 
EXPENSES       Administrative Officer employee, student or relative of employee or student.   
              
MEALS   Employee Meals:          
       * Department Social Activity No Yes Dean/CC President/   B-3-2-7 
        Administrative Officer     
       * Entertaining Official Guests Yes Yes Dean/CC President/ Care must be exercised in ratio of employees to guests B-3-2-7 
        Administrative Officer     
       * Faculty Orientations/Receptions Yes Yes Dean/CC President/   B-3-2-7 
        Administrative Officer     
       * Unplanned Working Lunches Yes  Yes Provost/Exec Vice President Unplanned meals on federal or federal flow through B-3-2-7 

  

        sponsored projects are unallowable expenses.   

       * Planning/Administrative Meetings Yes(1) Yes Dean/CC President/ (1) Advance Approval of Provost/Exec Vice President B-3-2-7 
         (Planned luncheon)     Administrative Officer required   

  
     * Recruitment (Prospective 
Employee) Yes Yes Dean/CC President/   E-7-9 

        Administrative Officer     
       * Retirement Dinners No Yes Dean/CC President/ Must be official retirement from the University as defined in B-3-2-7 
        Administrative Officer AR II-1.6-1 and AR II-1.6-2.   
    Employee Spouse Meals          
       * Entertaining Official Guests No Yes Dean/CC President/   B-3-2-7 
        Administrative Officer     
       * Faculty Orientations/Receptions No Yes Dean/CC President/ Spouses may also be included in Public Relations Activities B-3-2-7 
        Administrative Officer and other events.   

  
     * Recruitment (Prospective 
Employee) No Yes Administrative Officer   E-7-9 

              
OFFICE 
DÉCOR   No Yes Dean/CC President/ Includes but is not limited to aquariums, flowers,  B-3-2-2 
NON-PUBLIC 
AREAS       Administrative Officer pictures, plants, holiday decorations.   
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Discretionary Expenditure Policy  
March 9, 2007 

   Non-       
UK 

Bus. 
Category Transaction Type Disc.  Disc. Minimum Levels Special Comments Proc. 

    Funds Funds of Responsibility*   Ref 
PUBLIC   Fund Raising Activities, Alumni No Yes Dean/CC President/ May also be paid from restricted gift account.  Includes B-3-2-2 
RELATIONS   Activities     Administrative Officer employee meals, refreshments, travel, entertainment, flowers   
    Dinners/Admissions Charges No Yes Provost/Exec Vice President External non-profit organizations - may include spouses.     
          Focus is not on meal but in support of the organization.   
RECRUITMENT  Yes Yes Dean/CC President/ Refer to Business Procedures Manual for details of  E-7-9 
EXPENSES       Administrative Officer allowable expenses.   
REFRESHMENTS  No Yes Dean/CC President/ Includes bottled water, coffee, soda, etc. B-3-2-2 
FOR DEPT USE           Administrative Officer     
RELOCATION  Yes Yes Provost/Exec Vice President   E-7-8 
EXPENSES             
STUDENT      Orientations and Receptions, Yes Yes Dean/CC President/ Includes employees meals, refreshments, travel, flowers, B-3-2-7 
ACTIVITIES      Department Graduations     Administrative Officer entertainment (musicians, speakers).     
AND EXP.      Travel Yes Yes Dean/CC President/ Reimbursement from actual receipts.   
        Administrative Officer     
       Grant-in-Aid, Scholarships, Refunds Yes Yes Dean/CC President/     
        Administrative Officer     
UNIVERSITY,   Community Related Programs, Yes Yes Dean/CC President/ University Sponsored self-supporting event where majority B-3-2-7 
COLLEGE OR   Seminars, Workshops, Conferences     Administrative Officer of participants are not University employees.  Expenses may   
DEPARTMENT   and Continuing Education Courses       include meals, refreshments, entertainment, flowers.   
ACTIVITIES   Faculty/Staff Retreats, Planning and Yes Yes Dean/CC President/ Activities organized to enhance employee performance and  B-3-2-7 
    Administrative Training Meetings     Administrative Officer communication or operation of organization/unit.  Expenses   
   (See comments for advance approval)       may include employee meals (meals require advance     
         approval of the Provost/Exec VP), refreshment, travel,     
         entertainment, flowers.  Must obtain advance approval of   
          Dean/CC President/Admin Officer for the event.   
    Faculty/Staff Orientations/Receptions Yes Yes Dean/CC President/ Activities organized and presented by College or Department. B-3-2-7 
       Administrative Officer Expenses may include employee meals, refreshments,    
         mileage (does not include overnight lodging), entertainment,   
          flowers.   
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