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Approver Responsibilities 
It is the responsibility of the Cardholder’s Approver to ensure all card transactions are approved 
monthly through the University’s electronic procurement card platform. Approval of 
transactions signifies that the transactions have been allocated to the appropriate funding 
sources, were made in accordance with University policies and procedures, and all required 
supporting documentation is submitted appropriately.  
 
Delegation of Responsibilities 
The reconcilement and approval of procurement card transactions can be delegated to another 
departmental representative. The delegate is expected to follow all guidelines as set forth in 
this policy. 
 
Program Administrator Audits 
Periodic audits of card transactions may be performed by the Program Administrator. Further 
action may be required by the cardholder and/or the cardholder’s approver due to audit 
reviews. Failure to act on audit findings may result in suspension or revocation of the card.  
 
Revocation or Suspension of Card 
Purchasing cards are considered University property. The Cardholder is required to surrender 
the card immediately upon termination of employment, whether for retirement, voluntary, or 
involuntary reasons. The Program Administrator will cancel procurement cards upon 
notification of the Cardholder’s termination.   
 
The University reserves the right to revoke or suspend a card at any time without the 
Cardholder’s permission. The Cardholder will be notified by the Program Administrator upon 
such revocation or suspension. 
 
Fraudulent or intentional misuse of the card may result in revocation of the card and/or 
disciplinary action up to and including termination of employment. 

 
Definitions 

 
Approver 
Departmental representative with approval authority as outlined in the University’s Approval 
Authority Policy. Approvers should not be under the direct supervision of the Cardholder. 
 
Cardholder 
The individual whose name appears on the front of the purchasing card. The Cardholder is the 
holder and responsible party of the purchasing card.  
 
Fraudulent or Intentional Misuse 
Deliberate misrepresentation or use of the procurement card with the knowledge that the use 
could result in some unauthorized benefit to himself or some other person.  
 
Program Administrator 
Individual(s) responsible for managing and overseeing the procurement card program on behalf 
of the University.  
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Transferring 
Transferring includes the practice of allowing an individual other than the cardholder whose 
name appears on the front of the card to have access to the card or the card number to initiate 
or complete a transaction. 
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