	
	PCARD
	NON-PCARD (CHECK REQUESTS)

	$1,000 AND UNDER 
	· Neither Purchase Order nor Requisition required
· Retain receipt/invoice for PCard statement
· Assign an account number on PCard website 
· Submit approved receipts/invoice with PCard statement


Approvals: 
· Department Budget Manager 
	· Neither Purchase Order nor Requisition required
· Request the invoice be sent to the Department instead of the Business Office
· Assign an account number
· Forward approved invoice to Business Office


Approvals: 
· Department Budget Manager 

	
	
	

	$1,000 - $5,000
	· Obtain proper approvals before placing order and/or making payment
· Retain receipt/invoice for records
· Assign an account number on PCard website
· Include approved receipts/invoice with PCard statement




Approvals: 
· Department Budget Manager 
· Senior Staff
	· Create Purchase Order (PO)
· Obtain proper approvals
· Assign an account number
· Return  PO to the Department to fax or mail
· Attach the approved PO to the approved invoice and forward to the Business Office




Approvals:
· Department Budget Manager 
· Senior Staff

	
	
	

	$5,000 AND OVER
	· Obtain proper approvals before placing order and/or making payment
· Retain receipt/invoice for records
· Assign an account number on PCard website 
· Include approved receipts/invoice with PCard statement

Approvals: 
· Department Budget Manager 
· Senior Staff 
· VP for Finance
	· Create Purchase Order (PO)
· Obtain proper approvals
· Assign an account number
· Return  PO to the Department to fax or mail
· Attach the approved PO to the approved invoice and forward to the Business Office

Approvals: 
· Department Budget Manager
· Senior Staff
· VP for Finance


Helpful Hints from Purchasing (PCard) and Accounts Payable
NOTE:  Please procure approvals before placing the order

Purchasing and AP Requirements

· Only original invoices and receipts are acceptable.  Receipt and invoice copies are not acceptable.   
· Reimbursement requests for meal expenses should include a detailed receipt of what was purchased along with the actual credit card receipt.   
· A description of the event and/or purchase should also be included with all reimbursement requests. 
· The purpose of the purchase should be written on all PCard receipts.
· Proper approval signatures should be evident on all purchase requisitions and all accompanying invoices.
· PCards may not be used for personal purchases.
· A confirmation or print-screen should be submitted for all online PCard purchases. 



1099 FACTS (required under IRS tax law)

In order to pay an outside vendor/honoraria for services, you will need:

· Name
· HOME address (check can be mailed to an alternate address)
· TIN or Social Security Number
· Phone Number

A W-9 form may be completed for an outside vendor/honoraria to collect the above information. 

Please note:  Checks will NOT be given without the above information.  This includes non US persons.  A 1099 may NOT be paid through petty cash.

Please direct questions to Brenda Landvater, Accounts Payable, at x 1214 or via email at landvabj. 


FORMS ON THE WEB

The following forms are available under the downloadable forms section of the Business Office website (www.etown.edu/businessoffice)

· Faculty Research Grant Funds Request Form
· Professional Development Funds Request Form
· Purchase Order
· Purchase Requisition
· Travel Voucher
· W-9
