P-Card Dos & Don’ts
· Do accept full personal responsibility for the safekeeping of the p-card assigned to you and understand absolutely no one, other than you, is permitted to use the pcard assigned to you.
· Do attend training and follow all policies, procedures, and guidelines established for use of the p-card.
· Do Not use the p-card for non-OSU related business, unauthorized purchases, or for personal purchases.
· Do immediately report the theft or loss of the card to Bank of America by phone at 888-449-2273.
·  Do Not use the p-card for the following (refer to Pcard Guidelines for additional details and/or any updates that may be made):
· Split Purchases
· Regular Monthly Payments > $5,000 / Fiscal Year

· Oklahoma Sales Tax

· Cash, Cash Advances, ATM Transactions

· Donations / Sponsorships

· Gifts, Gift Cards, Gift Certificates

· Travel Expenses (Other than Airfare, Baggage, Lodging)

· Items that do not Serve a Business Purpose

· Personal Purchases

· Purchases Involving Trade-In of a University Asset

· Conflict of Interest Transactions

· Any Purchase from a Company owned by a University Employee
· University Departments and/or Auxiliaries
· Gasoline

· Mail, Postage

· Personal Services

· Weapons and/or Ammunition

· Moving Expenses

· Service and/or Incentive Awards (or Any Items Purchased for an Employee)
· Late Fees

· Insurance

· Purchases for Student Organizations

· Alcohol

· Decorations

· Personal Memberships

· Prepayments or Deposits

· Salary/Wages and/or Benefits

· Other Purchases not Permitted Under OSU Policies and Procedures, Purchasing Policies, and State Statutes
· Do surrender your p-card upon termination of employment with Oklahoma State University, transfer to another department within Oklahoma State University, or at the request of your supervisor, Department Administration, the Pcard Administrator, or Fiscal and Administrative Compliance.  
· Do Not use the p-card as a financial reference to obtain personal credit cards or loans.

· Do obtain all original receipts (purchase and credit documents) and supporting documentation, and submit them in accordance with Pcard Guidelines.
· Do Not make food purchases (refer to Pcard Guidelines for more details).
