ProCard Allocation & Payment Process

Cardholders
purchase
commodities

Legend:
Orange = Procard Department
Yellow = Cardholder
Green = OSP (Office of Sponsored Programs)

Verify correct Accounts and Object By the 12™ of the montbh, all
codes, confirms vendor holds, expense reports with support
allowable & non allowable documentation prepared
purchases, obtain signatures, should be forwarded to the
ensures compliance, scans PROCARD Office for review





                                                                                                                       





ProCard Allocation & Payment Process

                                                                                                                                                                                                                                                                                                               

 (
Verify
 correct Accounts and Object codes, confirms vendor hold
s
, allowable & non allowable purchases, obtain signatures, ensures compliance, scans 
) (
Procard Specialist review
 
SDOL and Cardholders Expense report for 
sales tax allocation, account code & price
 and allowable expense
) (
By the 12
th
 of the month, all expense reports 
with
  
support
 documentation prepared should be forwarded to the PROCARD Office for review
.
) (
Cardholders purchase commodities
.
) (
By the 
8
th
, 
send
 notice to cardholders to allocate their expenses in SDOL
, allocate taxes to local funding &Object code 6251 
)                                                                                  

            

                                                                                                                                               

                                                                                                         

                                                                                                                        

 (
Problems with documentation Expense report is returned to cardholder 
) (
Download of 
STL 
file is initiated
 from JP Morgan Chase Website
) (
By the 
25
th
 of the month, all expenses that 
are 
 
allocated
 to Grant accounts in SDOL are confirm by OSP to having sufficient funding and allowable Purchases.
 
) (
Procard 
specialist  lock
 all transactions in 
SDOL  
)                                                                                                                                                                                                                                                                                                                                                                



	                                                                                                                                                                                                                                                                                                                 

                                                                                                                                                                                                                                                                                                                                     

 (
Convert 
 report
 
from
 Excel 
to text file
)		                        

 (
File separated by local/state purchases.
)                                                                                                                                                                                                                  

 (
FTP Local and State Files to System to be posted into FAMIS
)









     Legend: 

    Orange = Procard Department

    Yellow = Cardholder

    Green = OSP (Office of Sponsored Programs)

     

