
Purchasing Card Responsibilities

Make purchase (within 
guidelines). Immediately notify 

Shelley (Kevin is backup) of 
correct account code and funding 

string for reallocation in the US 
Bank system.

Save a Copy of the receipt.

Receive US Bank paper statement. 
Complete the ‘Reallocate funding 
to”, “Business Purpose”, Sign and 

Date.

Submit statement and receipts to 
UWM Purchasing Card Approval & 

Storage (Streamline) 

Kevin (in lieu of  Department 
Chair) to review and approve, 
process is complete. If review 

warrants corrections, the 
submission wil be sent back to the 

card holder for corrections.

Shelley to reallocate charge in US 
Bank system.

Reallocations in US Bank will post 
to the correcting account code 
and funding string. Process is 

complete.

Reallocation is not completed 
withing the allowed timeline. 

Purchasing posted to the wrong 
account code or wrong funding.

Shelley to notify card holder if they 
did not notify her within the 

reallocation period and a NSPT to 
be completed.

NSPT submitted to John K. for 
processing. If cardholder misses 3 

reallocations in a FY, their card 
purchase limit will be reduced to 

$1.00.

Grant balance is not accurate.

Links & Information

• Purchasing & Travel Card (P-Card & T-Card) Information
• UWM Purchasing Card Approval & Storage Submission Form (Streamline)

https://uwm.edu/purchasing-payables/resource-categories/pcard/
https://uwm.bplogix.net/form.aspx?pid=0d7c854a-f1ef-4afa-9901-e8f47a1d1429&formid=a10f32cc-bf9a-411c-a29c-636b05ae78c5&nohome=1&completepageprompt=0&completepage=https%3A%2F%2Fuwm-dev.bplogix.net%2Fform.aspx%3Fpid%3D47be9bb0-7682-40b3-9a70-8dbbdb2cdf2a%26formid%3De6c36925-3e62-4ea3-bb49-54e74ca70b82&completetext
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