Procurement Card Cycle

 

Reconciliation Cycle – will remain the same
Procurement Card Cycle deadline
 
Electronic copy only - For Statements with 10 or less receipted expense transactions. AP is still handling P-Card submittals as they did last month, 10 or less receipted transactions can be submitted electronically (see below highlighted instructions) and larger packets should be submitted via hard copy. However in light of the increased restrictions around coming to campus, if you receive a packet that is on the border, i.e. 11-14 you can scan those to AP as well. 

·         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 14 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

