
C o n t a c t s  

Elaine Ayers 
Purchasing Director 
334-3078  

Brenda Adams 
Purchasing Agent 
334-4462  

Judy Lillis 
Purchasing Agent 
334-4463  

Vacant 
BSV Systems Technician/PCard 
334-4461  

Gay McDonald 
PCard Compliance Auditor 
334-4673 

Sandy Rogerson 
Director of BSV Technology 
334-3858 

Purchasing Department 
1100 W Market St 
FAX: 334-5515 

PCard Compliance/Audit 
525 Tate St. 
FAX: 334-4311 

BSV Technology & PCard  
1100 W Market St 
FAX: 334-5515 

Make sure the person you 
have signing off on your 
monthly PCard packets is 
reviewing the transactions—
not just signing! He/she can 
be held accountable for any 
fraudulent or inappropriate 
expenditures contained in the 
packet.  

PCard Fiscal Year 
End Deadlines 

Wednesday, June 25, 2008: 
Last day of statement for 
fiscal year 08 – any transac-
tions that post to accounts on 
this day will be imported into 
PCWS on June 26. 

Thursday, June 26, 2008:  
New PCard statement period 
begins. Any transactions 
made from this date forward 
will be debited against the 
fiscal year 09 budget.  

Friday, June 27, 2008, 5 PM 
Deadline for uploading PCard 
transactions into Banner for 
fiscal year 08 – no exceptions.  
Any transactions not yet 
posted to the PCard or recon-
ciled after this business day 
will be  debited from fiscal 
year 09. 

Gift Card Policy 
Reminders 

The PCard Compliance office 
continues to find issues with 
the purchases of gift cards. 
BEFORE purchasing gift cards, 
please be sure to review and 
adhere to the policy found at 
http://purchasing.uncg.edu/
giftcardpolicy.html. 

Note the following: 

• The 5 W’s (who, what, 
where, when, why) must 
be put in PCWS on ALL 
gift card purchases. 

• When gift cards are for 
anonymous recipients, 
the name of the PI or 
person holding the list 
must be included in 
PCWS and on the gift 
card paperwork. 

• All gift card purchase 
disbursement logs are 
subject to review by the 
auditors. 

• Gift card amounts over 
$50.00 must have the 
approval of a Vice Chan-
cellor or the Chancellor 
BEFORE purchasing.  

PCard Offenses & 
Disciplinary       

Actions to Change 
July 1, 2008 

Beginning July 1, 2008, the 
PCard Compliance Office will 
be handling all disciplinary 
actions related to PCard    
offenses.  

A list of common PCard     
offenses/infractions and the 
disciplinary actions taken for 
first, second, and third     
offenses is part of the revised 
PCard User’s Guide available at 
http://purchasing.uncg.edu/
pcard.  

In an effort to keep the PCard 
User’s Guide current, it has 
been revamped and split out 
into individual sections. As 
changes are made to these 
sections, the change date will 
be added and you will be  
notified to update your guide. 

PCard Packet             
Additional Reviewer  
Who’s signing off on your PCard 
Packet? Does it matter? 

Yes, it does! 

Need to configure a new Dell computer? An Apple computer? Or 
buy supplies from CDW or Staples? Links to these sites and 
more are all in one place for you! Go to: http://
purchasing.uncg.edu/marketplace directly, or visit Purchasing’s 
home page, and click on the Marketplace link on the right.  

P C a r d  U p d a t e s  &  R e m i n d e r s  Detailed Information, 
Training, and FAQs is 
Available Online: 

Purchasing 
http://purchasing.uncg.edu 

PCard 
http://purchasing.uncg.edu/pcard 

Compliance 
http://bsv.uncg.edu/compliance 

The UNCG Marketplace: 

U N C G  P u r c h a s i n g  D e p a r t m e n t  
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March 26, 2008 

Please allow ample time to purchase and 
receive your FY 08 goods and services.  In 
order to have them paid from this fiscal 
year’s funds, you must have possession of 
the items, receiving entered and an in-
voice in Accounts Payable by close of 
business on June 18, 2008.   Accounting 
Services is going to use June 18, 2008 as 
the single cut off date for Accounts Pay-
able for FY2008.  Therefore if an invoice 
makes it to Accounts Payable by 5pm on 
June 18, 2008 and the invoice matches 
the PO (if applicable) and receiving is 
completed (if required) then the invoice 
will be paid in FY2008.  If the invoice goes 
to Accounts Payable after June 18, 2008 
every effort will be made to get it paid 
(with priority going to state funded ex-
penditures) but it cannot be guaranteed 
that payment will be made in 
FY2008.  The same June 18, 2008 cut off 
will apply to TRV-1 forms, BAN-FIN 32s, 
CPS and Honorarium forms, and interde-
partmental invoices. If you are unsure 
about a purchase, please contact anyone 
in the Purchasing Office. 

Year End Cut-offs are Near 

One Stop Shopping! 

Service Agreement Purchase Reminder… 

Service agreements and maintenance agreements for office equip-
ment are to be paid with a requisition—not the PCard or BanFin32. 
This more formal method of payment will result in the only one pay-
ment record source to be traced when service is needed. This is 
especially important if the vendor ever issues more than one invoice 
for the same period of service or if there are payment questions. 


	Contacts

	PCard Updates & Reminders

	UNCG Purchasing Department

	Purchasing Podium

	Volume 2,  Issue 3

	March 26, 2008



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



