Hi All,
 
The March Procurement Card Cycle and Procedures are noted below.  Please make every effort to meet the March 30 deadline.  However, we understand if, under the present circumstances, your Statement packages are not complete by March 30.  If this is the case, please delay submission until your packages are complete and approved.  Routine infractions (late statements, missing receipts, etc) will be suspended until we can get back to normal.  Be sure to call if you have any questions.
 
Stay well,
Carol
 
______________________________________________________________________
March Procurement Card Cycle

 

Reconciliation Cycle – will remain the same
Begins March 23  

Ends  March 27

              Reports are due to AP 3-30

 
Electronic copy only - For Statements with 10 or less receipted expense transactions
·         Email Approval Process –

o   Email originates with card holder or designee who had reconciled transactions  in People Soft. And provides attached receipts.  Scanned receipts or pictures are acceptable

o   Card holder forwards email to Approver who reviews statement and transactions then replies “Approved” (or edits information as needed). 

o   Approver forwards email to AP-pcard@csulb.edu
Subject line in email process =   Business unit, Card holder name, invoice number
                                  LBCMP, Carol Monson OC03201256
                                  LBFDN, Annette Harris, PC03209875     
 
Hard copy required - For Statements with 11 or more receipted expense transactions
Follow normal process.  Hard copy statements must be submitted to AP.  Photocopies of receipts and Electronic approvals accepted
Drop off hard copies to ORSP FO5-111 Monday through Thursday between 11am – 1pm

