P-Card Use, Review, and Report Submission
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The University’s Financial Policy Office has created a Purchasing Card Policy Page on their website, full of information on P-Card use and procedures. We strongly suggest this website as a reference, in addition to this process document.


Section 1: Understanding Cardholder Responsibilities
1. Safeguard the P-Card.
A. Protect the P-Card from loss and theft
B. Don’t allow others to use your P-Card
C. Let your Financial Office contact know immediately if the P-Card is lost or stolen or if you notice fraudulent charges
D. Return the P-Card and any outstanding receipts to your Financial Office contact if you leave your department or cancel the card for any reason
E. Transfer all standing orders/recurring transactions to a replacement P-Card account if your card is lost, stolen, or canceled for any reason
2. Make allowed purchases only. Only use the P-Card for University business. 
A. Allowable expenses:

1. Small dollar purchases that can’t be made via B2P
2. Invoices for temp services, shredding, memberships, FedEx bills, telecom bills, office coffee, etc.
3. Local travel, business meals and allowable entertainment expenses
It is important to note that the University is tax exempt so in most instances we shouldn’t be charged any sales tax. If you notice sales tax being charged you will need to contact the vendor to receive a credit. The tax exempt # is on our P-Card if the vendor asks for it. 

B. Prohibited Purchases:

1. Personal purchases of any kind
2. Travel and entertainment expenses outside the Boston/Cambridge area – these expenses should be charged to the corporate card, not the 
P-Card, or paid out of personal funds and reimbursed via Concur
3. Gift certificates/gift cards of any amount

4. Gifts for employees or students equal to or greater than $100
5. Invoices/transactions over the $2500 – do not split charges over $2500
Section 2: Creating Pcard Reports in Concur

Upload receipts/invoices of $75 and over in Concur. Transactions under $75 do not require proof-of-purchase documentation
C. The proof-of-purchase document (receipt) must include the following information:

1. Name of merchant

2. Location of merchant

3. Date of transaction dollar amount
4. Services or goods received

D. For purchases where no receipt is generated (e.g., a recurring subscription expense or other standing order), submit an MRA and receipt report (see below)
E. For purchases where a receipt is issued but then lost: for purchases equal to or greater than $75, cardholders must complete and submit a Missing Receipt Affidavit
1. Missing Receipt Affidavits (MRAs) – will be accepted in only exceptional cases

2. MRAs must be signed by supervisor or equivalent

F. The P-Card statement report is available in Concur on the 42th of every month so after that date is when you can submit reports to your local approver. You can start to generate and edit reports anytime throughout the month once charges post in Concur. 
G. Each charge needs to have a valid business purpose associated with it, a receipt or invoice uploaded (if the transaction is over $75) and the coding needs to be correct. 
H. Each business purpose must include:

1. Who incurred the expense or who benefitted; specific names of individuals/groups are required
2. What the expense entailed (e.g., item purchased or activity conducted)

3. Why this is a Harvard expense (i.e., specific reason, purpose)

4. Where the event or activity took place (if not apparent in transaction detail or receipts)

5. When the event or activity occurred (if not apparent in transaction detail or receipts)

**If using a third party payment service, like PayPal, include the ultimate vendor name in the business purpose


I.  Examples of acceptable business purposes:


Sam Jones and Kris Doe 1.2.2013 lunch at John Harvard’s in Cambridge to discuss Oracle project

Flowers for Jane Smith retirement gift after 25 years of service 1.1.12

J. Confirm or correct the general ledger coding of all transactions in Concur. When charging against a restricted fund, ensure all charges are consistent with sponsored or donor restrictions
Below are  screenshots of where you can find your Statement Report as well as a screenshot of what the pcard screen in Concur will look like. 
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