
 
The University of Delawareôs Purchasing Card program was designed to ease the process 

of purchasing small dollar items.  Our program has a liberal small dollar limit of $5000 

per transaction and many cardholders.  The success of the program is dependent on 

continual and effective review of transactions and support documentation by 

departmental Purchasing Card Administrators. 

 

According to University Policy 5-22, the Purchasing Card Administrator is a óUniversity 

employee(s) within each department responsible for verifying online that all charges 

against the Cardholderôs account are backed up by support documentation and that the 

documentation is retained within the department.  Card Administrators have the ability to 

allocate individual charges to as many as six University purposes.  Cardholders may be 

their own Card Administrators and a Card Administrator may oversee more than one 

Cardholder account depending on how the department elects to manage its accounts.  A 

department may have more than one Card Administrator.ò 

The major duties of the Card Administrator are to collect, review and retain the support 

documentation for each transaction on a Purchasing card, designate each transaction as 

being supported via the on-line Reconciliation Program, and to perform the on-line 

allocation of charges to the appropriate University purpose code(s). 

 

Note: Charges that will be allocated to a sponsored research purpose must be reviewed  

 for allowability. 

 

In addition to the above duties, Purchasing Card Administrators are to collect the signed 

monthly bank statements for each card they administer.  If transaction logs are used by 

the departmentôs cardholders, those too are to be collected monthly. 

 

 The Purchasing Card Policies and Procedures explain in detail, all aspects of the 

Purchasing Card Program, including the responsibilities of the Card 

Administrator.  Policies and Procedures are located at: 

            http://www.udel.edu/ExecVP/polprod/5-22.html 

 

 Departmental Best Practices are located at: 

            http://www.udel.edu/procurement/pcard/training/bestpractices.pdf 
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The Procurement Card System is accessed from the Procurement Services homepage: 

http://www.udel.edu/procurement.  Click on the link on the left labeled Procurement 

Card, and the on View Transactions. 

 

 

 
 

In order to use the Procurement Card System you must have a University user id and 

password (the same as for UD mail and webform systems), and be identified in the 

Purchasing Card System as a card administrator. This file is maintained by Procurement 

Services. 

 

For the purposes of this training document, the screens displayed will be those accessible 

by Kathy Roeder, Procurement Card Coordinator, Procurement Services.  Each Card 

Administrator will view those cards actually assigned to them. 
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