P-Card Best Practices

1. P-Card purchases must be in compliance with the State’s accounting, purchasing and travel rules.

1. Prior Authorization (from the Office of Procurement and Contracts) is required for cumulative noncontract purchases made from a supplier (during the fiscal year) that exceed the agency’s delegated purchase authority limit.

1. Agencies can use the KS_PCARD_SPEND_DETAIL Query to monitor / track cumulative noncontract purchases made from individual suppliers.

1. In addition, OPC will periodically monitor cumulative noncontract purchases from an agency’s suppliers for the fiscal year.

1. Receipt documents are required for all p-card purchases.

1. Missing receipt documents are not reflective of a strong internal control environment.

1. Detailed receipt documents are required for all p-card purchases, for transaction transparency.

1. Receipts that do not include the details of the purchase (what was purchased; cost per item purchased; total purchase amount, etc.) do not provide transaction transparency.

1. P-Card transactions should be reconciled / paid on a timely basis.

1. Transaction reconciliation within 30 days after the purchase date is a best practice.

1. Untimely transaction reconciliation is not reflective of a strong internal control environment for an agency’s / university’s p-card program.

1. Payment is due to UMB within 30 days after the end of the billing cycle in which purchases were made.

Timely transaction reconciliation ensures that the deadline for making payments to UMB for p-card transactions is met. 

1. Segregation of Duties – Cardholders should never approve transactions (in the PCARD Module of SMART) made with their own cards.

1. Meaningful descriptions should be input into the PCARD Module of SMART for all p-card transactions during transaction reconciliation, for transparency purposes.

1. Meaningful descriptions are necessary for transaction transparency.

1. If a p-card voucher is cancelled in SMART, request that the SMART Team add back the related p-card transactions as unreconciled in the PCARD Module of SMART.

1. An out-of-balance with UMB will occur if transactions associated with a cancelled p-card voucher are not added back as unreconciled in the PCARD Module of SMART.

1. It is a best practice to agree purchases, payments and adjustments (if any) included on Control (Billing) Account statements (received from UMB), to related control account activity in SMART.

1. It is a best practice for cardholders and their supervisors to sign / initial  Cardholder Statements received from UMB, to signify that goods and services purchased (a) were for official State business and (b) were received by the agency.

1. Additional Queries that are necessary in administering an agency’s p-card program are listed below:

1. KS_PCARD_AUDIT_REPORT – This Query generates a report that lists all of an agency’s p-card approved p-card transactions that have been assigned to a voucher in SMART.

1. KS_PO_PCARD_STATUS – This Query generates a report that lists (a) all of an agency’s unreconciled p-card transactions and (b) reconciled p-card transactions that have not been assigned to a voucher in SMART.

