UMCP Policy and Procedure for Approval of Contract or Grant Accounts Assigned to a State of Maryland Corporate Purchasing Card

I. Policy

Requests to assign a contract or grant account to an individual’s State of Maryland Corporate Purchasing Card (PCard) must be approved by the Purchasing Card Team and the Sponsored Programs Accounting & Compliancce (SPAC).
II. Procedure

1. When Procurement and Strategic Sourcing receives an application for a PCard with a default account assignment of 01-4300000 to 01-4339990 or 01-5200000 to 01-5299990, the Purchasing Card Team will contact the requestor and advise that the application must be approved by SPAC as well as Purchasing Card Team.  At this time, the team will request documentation explaining the expected usage of the PCard on the project and a copy of the budget for the project.

2. Project budgets that have salary and fringe dollars only will not be approved for account assignment on a PCard.
3. Once the documentation noted above has been received by the Purchasing Card Team, the application and associated documentation will be forwarded to SPAC for approval.
4. SPAC will review and determine approval/disapproval on applications within two business days of receipt.  Approved applications will be forwarded to the Purchasing Card Team for further processing.  
5. For any applications not approved, SPAC will contact the requestor to discuss the reason for the determination and will also contact Purchasing Card Team to inform them of the decision.  

Justification for Assignment of Contract or Grant Account to a Purchasing Card
	Cardholder Name:
	     


	Cardholder UID:
	     

	
	

	Department:  
	     


	Phone:  
	     
	Email:
	     


	Default Account #: 
	     
	Previous Default Account # (if applicable):
	     


1. Please provide explanation of the expected usage of the PCard on the project:
	     


2. Please attach copy of budget for the project. 
This information should be forwarded to the Purchasing Card Team, Department of Procurement and Strategic Sourcing, 2113R Chesapeake Building along with the Cardholder Agreement or Account Maintenance form.
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