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PCard Policy & Procedures 

Purpose 
The Purchasing Card (PCard) is designed to help streamline the procurement and payment processes for small dollar 
purchases. Most cards are issued with a standard transaction limit of $4999. Monthly billing cycle limits range from 
$10,000 to $100,000. Purchasing cards may be issued to full or part time classified employees or faculty members of 
the University. 

Learn the Basics 
The PCard shall only be used to purchase goods and services for ODU business purposes and must comply with 
contract,  ODU Ethics in Procurement, and SWaM procurement requirements. Approver/Reviewers are equally 
responsible for verifying all purchases are for valid business purposes and that purchases comply with policies and 
procedures prior to approving transactions. Additional information on Approver/Reviewer responsibilities can be 
found in the Understanding Approver/Reviewer Responsibilities section of the is document.  

Budget Signature Authority 
Cardholders must have signature authority for budget codes before they request that those budgets be added to 
their pcard, including initial applications. The Office of Finance’s Data Control  area handles additions to the Master 
Signature Authority List.  

If you already have a pcard and wish to add budget codes, send the Budget Addition Request Form (available on the 
pcard page) to PCardAdmin@odu.edu
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F. When your user account has been established, the Bank of America Works system will generate a one 
time use “Welcome Email” that contains the username and a link to establish a password. Please do not 
delete this email. 

G. 

http://www.bofaml.com/globalcardaccess
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
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1. Contract – First, check the Purchasing & Contracts Page. If ODU has a contract for a good or service, it 
is mandatory.  

2. SWaM - If no contract is available, look for a SWaM vendor on the EO35 Aid on the Purchasing & 
Contracts page or the SBSD SWaM Vendor Directory (linked on the Procurement Services SWaM 
page). 

3. If no contract or SWaM vendor is available, purchasing from the open market is allowable. A 
justification noting why a contract/SWaM vendor was not used must be included in the BOA Works 
comment. 

 
STATE LEVEL IMPROPER EXPENDITURES  
The State’s list of improper expenditures for State taxpayer dollars (from State CAPP Topic 20310)  is below. 
 
Agency purchases must be considered essential to the operation of the agency and in support of the agency’s 
mission to justify the use of State funds. Since all State-funded expenditures are subject to public scrutiny, 
agencies should consider the appearance of unusual purchases on the agency and on State government in 
general prior to authorization. Since individual circumstances vary widely, adequate documentation for 
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 Weapons 
 Ammunition/Firearms 
 Alcoholic beverages 
 Bottled water (except for outside workers or emergency provisions for employees if the water in the 

building is hazardous to employees’ health) 
 Fuel 
 Office supplies 
 Personal items/Cash advances 

Automatic Renewals of Subscriptions/Memberships  
 The Department of Accounts (DOA) does not allow card numbers to be stored for the purpose of 

autorenewals. Authorizing automatic renewals removes the option to dispute if a vendor continues to 
charge for a subscription service or membership that you no longer wish to continue.  

Software Purchases  
 Software purchases are not allowable on the pcard and should be procured through eVA. 

https://ww1.odu.edu/ts/security/risk-assessment/software-decision-analysis
https://ww1.odu.edu/finance/international
https://ww1.odu.edu/about/policiesandprocedures/university/1000/1060
https://ww1.odu.edu/about/policiesandprocedures/university/1000/1060
https://olddominion.campusdish.com/Catering
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cost exceeds what could be reasonably expected to be out of pocket while waiting for reimbursement. 
Form is available on the Procurement Services PCard Page

https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://ww1.odu.edu/riskmanagement
https://ww1.odu.edu/facultystaff/university-business/travel/guidelines
https://ww1.odu.edu/facultystaff/university-business/travel/guidelines
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://ww1.odu.edu/facultystaff/university-business/travel/guidelines
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://ww1.odu.edu/facultystaff/university-business/purchasing/contracts
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1. EZ Pass transponder purchases, charges, and/or replenishment fees.  
2. Rental of EZ Pass transponders from car rental/leasing companies.  
3. Past due invoices from the tolling authority: Past due invoices for tolls $500 and less may be paid using 
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subsidiaries, joint ventures and employees), harmless from any claim or demand, including reasonable 
attorneys’ fees, made by any third party due to or arising out of a breach of this Agreement, or your violation 
of any law or the rights of a third party.”  

eBay does not guarantee the product will be delivered after payment.  The payment for goods must be done 
without any other contractual agreement between the buyer and seller. All purchases made with state funds 
are subject to the Commonwealth’s General Terms and Conditions, as stipulated in the Code of Virginia. A 
payment through eBay authorizes the purchase without the seller accepting any terms and conditions. This 
means there is no recourse for the Commonwealth or University should there be an issue.  
 
Negative Impact on the University 

 Amazon and eBay are not contract vendors. In truth, they are not “vendors” since they are simply a 
vehicle to make a purchase. The university is required by Virginia’s Joint Legislative Audit and Review 
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 Purchases are valid business expenses that comply with State, University, Procurement, and PCard 
Policies. Additional information for what can and cannot be purchased with the PCard, please see 
Know What I Can and Cannot Purchase; 

 Signing off on transactions weekly (per Department of Accounts guidance) in the Bank of America 
Works system, being sure all transactions for a billing cycle are signed off by both Cardholder and 
Approver by the 30th of the month - or last day of February, regardless of day of the week (Ex: May 
cycle ends on May 15th and signoff is due by May 30th);  

 Monthly reconciliation includes sufficient documentation, including detailed receipts showing the 
items purchased. (See more about the sign off process in the Online Reconciliation Guide available on 
the PCard page by clicking on the Reconcile Reports icon); 

 Items are purchased from contract or SWaM vendors when available. Small Purchase Procedures and 
links to contracts are available on the Procurement Services website’s Contracts & Purchasing page; 

 Charges are not split in order to circumvent the transaction limits of the card; 
 Charges to any one non-contract, non-SWaM vendor do not total more than the cardholder’s single 

transaction limit in a 30 day period; 
 Merchandise has not been returned for store credit; and 
 State sales tax was not charged. If sales tax was included, verify that the tax amount was refunded and 

documented. 

Flagging transactions for a Cardholder to correct 
 Approvers can flag a transaction to send it back to the cardholder’s queue for any additional 

information or changes required, such as description details, proper receipt showing vendor received 
payment (not invoice requesting payment), or changes to budget, subaccounts, or contract/SWaM in 
the general ledger (GL) fields. Flag button is on same page used for signoff & additional information is 
available in the Online Reconciliation Guide available on the PCard page by clicking on the Reconcile 
Reports icon. 

Things to look out for when signing off on transactions: 
 Cardholder has reconciled in a timely fashion; 
 Purchases are appropriate and align with University Policy 3001: Responsibility of Budget Unit Directors 

on Use of Funds (Expenditures); 
 Virginia sales tax has not been paid to vendors; 
 Thorough description of purchase and how it will be used is in the Works comment; 
 Card number has not been copies, faxed, or emailed;  
 Expenditures requiring additional approval/supporting documentation have required information 

uploaded in Works; 
 Receipt documentation is included for all transactions; 
 Card has not been shared with co-workers or supervisors; and 
 Multiple orders have not been placed to circumvent card limits. 

Understand Cardholder Responsibilities 
Cardholder responsibilities include, but are not limited to: 

 

https://odu.edu/facultystaff/university-business/purchasing/contracts
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://www.odu.edu/about/policiesandprocedures/university/3000/3001
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https://odu.edu/facultystaff/university-business/purchasing/contracts
https://odu.edu/facultystaff/university-business/purchasing/contracts
https://ww1.odu.edu/content/dam/odu/offices/procurement-services/docs/EO35-Aid.pdf
https://www.odu.edu/content/dam/odu/policies/university/1000/univ-1060.pdf
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
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Secure Your Card 
 Use of the PCard is limited to the person whose name appears on the front of the card. The card shall 

not be loaned to another person, including the approver/reviewer. If the cardholder will be away for 
an extended period, another person in the department should obtain a card.  

 The PCard must be kept in a secure location at all times. The account number shall not be posted or 
left in a conspicuous place.  

 The complete 16-digit account number must never be faxed, mailed or emailed (including 
attachments) to the vendor. The order may be faxed or emailed, but the account number must be 
phoned in to the vendor.  

 If the card is lost or stolen, the cardholder should email the PCard Administrator, then immediately 
contact Bank of America Customer Support at 888-449-2273 or the Bank of America Fraud Specialists 
at 866-500-8262 to verify no fraudulent activity is on the card and request that a replacement card be 
sent. If you are prompted to enter the card number and do not have this information, you can enter 
**0 to bypass this prompt. 

 Cardholders may purchase from the internet if the vendor’s website has a Secured Socket Layer (SSL) 
Version 2.0 or greater at the point of order entry. Websites with this security begin with https:// in the 
URL. 

 Bank of America will never initiate a call and ask for your card number and expiration date. If you 
receive a call from someone claiming to be from the bank, ask for their name and telephone number 
to call them back. Then call the toll free Bank of America Customer Support at 888-449-2273 or the 
number on the back of your card. 

Learn the Grounds for Card Suspension 
A schedule of infractions and consequences is included in the Appendix. An individual’s card privileges may 
be suspended up to three months or permanently revoked on the basis of any of the following infractions: 

 Failure to maintain appropriate documentation; 
 Card sharing (knowingly allowing another person to use your card or card number); 
 Making payment(s) to any one non-contract, non-SWaM vendor totaling more than the single 

transaction limit in a 30 day period; 
 Failure to reconcile by the deadline; 
 Inappropriate use of the card; 
 Faxing, mailing, or emailing the complete card number; or 
 Failure to respond to compliance/audit requests. 
 Failure to take Annual PCard Training and pass the quiz. 

Understand the Charge to Your Department 
The total current balance due on the statement will be processed for payment by Accounts Payable.  

Assigning subaccount codes that the department deems accurate is very important. The subaccount codes 
are used to categorize University wide spending in reporting of various levels, from Department/Area level, 
to the VP/Provost level, to the BOV level, and all the way to Governor level. 
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The PCard charges for each transaction amount will post in Banner to the budget and subaccount codes 
designated in the BOA Works reconciliation. The Banner subaccount list is available on the ODU Budget 
website; responsibility for determination of appropriate subaccount codes rests with the Budget Unit 
Director. 

Corrections needed to the Banner allocation will be the responsibility of the department and should be 
handled by requesting these changes through Accounts Payable.  

PCard Use  

mailto:lwallace@odu.edu
mailto:lwallace@odu.edu
mailto:jwhitted@odu.edu
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damaged goods or shipments that do not arrive after payment has been provided. It also limits the amount 
of detailed transaction data that is passed through from the vendor to the University. 

Mobile Wallets 
The Commonwealth disallows the use of any form of mobile wallet. 

Reports in BOA Works 
The Bank of America Works website is where Cardholders and Approver/Reviewers sign off electronically on PCard 
transactions. It is also a resource for researching previously purchases and running PCard spend reports that may 
help with budget management. The Online Reconciliation Guide is a resource for basic navigation and signoff steps 
and can be accessed using the Reconcile Reports icon on the PCard page.  

Forgot Username or Password 
The username assigned is typically the user’s MIDAS ID (but not MIDAS password)

https://payment2.works.com/
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card


http://www.payment2.works.com/
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
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Obtain Reconciliation Documentation 
Two days after the close of each billing cycle, the ODU Reconciliation Report will be available for download 
by Cardholder and/or Approver in the Completed Reports section of Works (also available by using the ODU 
Reconciliation Report template in the Report Templates area of Works). This report can be used to ensure all 

https://payment2.works.com/
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card
https://odu.edu/facultystaff/university-business/purchasing/purchasing-card


https://payment2.works.com/
mailto:hsomerva@odu.edu
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Report Card Lost or Stolen 
If a card is lost or stolen, the cardholder should email the PCard Administrator, then immediately contact 
Bank of America Customer Support at 888-449-2273 or the Bank of America Fraud Specialists at 866-500-
8262 to verify no fraudulent activity is on the card and request that a replacement card be sent. If you are 
prompted to enter the card number and do not have this information, you can enter **0 to bypass this 
prompt. 

Report Fraudulent Activity  
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The State has restriction tables for Travel, Car Rental, Restaurants, Accommodations, and Fuel.  

ODU LEVEL:  
ODU has additional tables to minimize fraud risk.  

 Almost all Cardholders have the Limited Table MCC’s blocked on their PCards.  
 Cardholders are then 

https://odu.edu/facultystaff/university-business/purchasing/contracts
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5812 EATING PLACES AND RESTAURANTS 
5814 FAST FOOD RESTAURANTS 
5921 PACKAGE STORES--BEER,WINE,AND LIQUOR 
5993 CIGAR STORES AND STANDS 
5715 ALCOHOLIC BEVERAGE WHOLESALERS (no longer on DOA tabl 1/26/2018) 
9751 U.K. SUPERMARKETS, ELECTRONIC HOT FILE 

  
Lodging/Accommodations MCC Code Table 

MCC MCC Description 
3500-
3999 Hotels 
7011 LODGING--HOTELS,MOTELS,AND RESORTS 
7012 TIMESHARES 
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Car Rental MCC Code Table 
MCC MCC Description 
3351-
3441 Car Rental Agencies 
7512 Automobile Rental Agency 
7513 Truck and Utility Trailer Rentals 
7519 Motor Home and Recreational Vehicle Rental 

 

 

ODU MCC Code Tables (Limited, Professional, Trades) 
 

MCC CODES BLOCKED BY ODU  
Transactions to the following Merchant Category Code (MCC) Groups will be DECLINED. 

The tables below contain the MCC codes blocked by ODU as a risk avoidance measure. 
Limited - MCC's are blocked for most users. 

Professional - MCC's are blocked for users in administrative/office settings. 
Trades - MCC's are blocked for users in operations or skilled trades settings. 
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5532 Automotive Tires Stores Professional  
5533 Automotive Parts and Accessories Professional  
5551 Boat Dealers Professional  
5561 Camper, Recreation and Trailer Dealers Professional  
5571 Motorcycle Dealers Professional  
5592 Motor Home Dealers Professional  
5598 Snowmobile Dealers Professional  
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7992 Public Golf Courses Limited 
7993 Video Amusement & Games Supplies Trades 
7994 Video Game Arcades & Establishments Trades 
7996 Amusement Parks, Circus, Carnivals & Fortune Tellers Trades 
7998 Acquariums, Seaquarium, Dophinariums Trades 
7999 Recreation Services Trades 
8011 Doctors, Physicians - Not Elsewhere Classified Trades 
8021 Dentists and Orthodontists Trades 
8062 Hospitals Trades 
8071 Medical and Dental Labratories Trades 
8099 Medical Services & Health Practicioners Trades 
8111 Legals Services and Attorneys Trades 
8211 
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