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Welcome Fall, the season of cooler weather, golden 
leaves, pumpkin lattes, and a new academic year!  While 
soaking  in the changing scenery, set aside a few mo-
ments to read of happenings in the P-Card corner.  

So long, 

Dinosaur! 
Gone are the 

days of waiting 

for an invitation 

to P-Card Reconciling Training. 

Please visit the Pro Dev Portal (click 

on Courses then Purchasing) to 

sign up for the class that best fits 

your busy schedule. 

To ensure your training session 

goes smoothly, make certain that 

your P-Card Application has been 

approved by the Budget Depart-

ment AND that you’ve completed 

Finance 100.  If you are not sure, 

please give us a call or email 

pcard@Liberty.edu. 

Paperless? Almost. 

Last quarter, we introduced the new 

electronic P-Card Addendum.  Now, 

just a few weeks later, we are intro-

ducing the online Liberty University 

Purchasing Card Cardholder Agree-

ment.  Each Cardholder will sign elec-

tronically to agree to the P-Card Poli-

cies and Procedures. This must only 

be signed once per Cardholder per de-

partment. As new P-Cards are issued 

or expiring P-Cards replaced, Card-

holders will only have to sign the P-

Card Receipt Acknowledgement list 

signifying receipt of the P-Card.   

What’s New? 
 

 Improved Email Reminders 
 P-Card Policy Update 

https://www.liberty.edu/index.cfm?PID=7136
mailto:pcard@liberty.edu
https://sharepoint.liberty.edu/sites/DFinance/Purchasing/PCard/_layouts/FormServer.aspx?XsnLocation=https://sharepoint.liberty.edu/sites/DFinance/FormTemplates/P-Card_Cardholder_Agreement.xsn&SaveLocation=https%3A%2F%2Fsharepoint%2Eliberty%2Eedu%2Fsites%2F
https://sharepoint.liberty.edu/sites/DFinance/Purchasing/PCard/_layouts/FormServer.aspx?XsnLocation=https://sharepoint.liberty.edu/sites/DFinance/FormTemplates/P-Card_Cardholder_Agreement.xsn&SaveLocation=https%3A%2F%2Fsharepoint%2Eliberty%2Eedu%2Fsites%2F
https://sharepoint.liberty.edu/sites/DFinance/Purchasing/PCard/_layouts/FormServer.aspx?XsnLocation=https://sharepoint.liberty.edu/sites/DFinance/FormTemplates/P-Card_Cardholder_Agreement.xsn&SaveLocation=https%3A%2F%2Fsharepoint%2Eliberty%2Eedu%2Fsites%2F
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         What’s new?  We’ve learned so much about IT compli-

ance over the past several months. Purchases that may seem harmless could com-

promise the university’s hardware and software compliance, so if it’s anything elec-

tronic, think twice before you purchase it with your P-Card! Ask questions and be 

sure that what you want is approved.  
 

The following items may not  be purchased on a P-Card unless the appropriate ap-

provals have been secured. Check out the P-Card Policy for more information. 
 

 Computer hardware/accessories and A/V equipment/accessories from vendors out-

side the IT Marketplace 

 Software, including renewals (this can include online subscriptions, so be sure it’s 

okay first!) 

 Wireless Technologies 

 Music downloads not in the BMI, ASCAP, or SESAC databases 

 iPad/iPhone/iPod applications 

 Applications for a personal smart phone or tablet 

 eReader downloads 

 Internet/wireless Services 

P-Card Policy and Technology  

What Does it Mean?!? 

If you get this error, it means either 1) some part of the FOAPAL is not valid or 2) you 

do not have access to post your transactions to that certain fund and/or organiza-

tion code.  
 

Check to see if you’ve added any spaces after a code and verify the codes are valid 

by comparing them to the valid codes posted on the Banner training site. If all the 

codes are valid, then you probably don’t have the appropriate permissions to recon-

cile. Submit a Request for Fund/Org Access and enter the fund and organization 

codes you need to reconcile to.  

https://www.liberty.edu/media/1315/P-Card_Policy_09_2012.pdfC:/Users/jdslagle/Documents/AdobeStockPhotos
http://www.liberty.edu/index.cfm?PID=16260
https://sharepoint.liberty.edu/sites/DFinance/_layouts/FormServer.aspx?XsnLocation=https://sharepoint.liberty.edu/sites/DFinance/FormTemplates/Request_Fund_Org_Access_Form.xsn&SaveLocation=https%3A%2F%2Fsharepoint%2Eliberty%2Eedu%2Fsites%2FDFinance%2FFund%5FO


As your department hosts events, activities, and meetings, don’t 

forget about the Incentive Reporting Forms when giving gifts or 

incentives.  The table below explains when the form must be 

completed and when the recipient’s signature is necessary.  All completed 

Incentive/Gift Reporting Forms must be submitted to Accounting (Green 

Hall 1600 or acctspay@liberty.edu) within 14 days of the gift’s disburse-

ment. Disbursements to the  

same recipient must be an  

infrequent occurrence. 

Feeling Generous? 
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  Unit Price Value 

  
<$20 for employee/student 
<$100 for non employee 

≥$20 for employee/student 
≥$100 for nonemployee 

Typ
e

 o
f G

ift
 

Cash or a cash equivalent 
 Examples: 
 - Gift cards 
 - Gift certificate 
 - Coupon for free items or services 
 - Coupons redeemable for cash 

An Incentive/Gift Reporting Form must be fully 
completed, including recipient signature and SSN 

or LU ID. 

Neither cash nor cash equivalent 
Examples: 
- Plaques 
- Greeting cards 
- T-shirts 
- Computers/MP3 Players 
- Game Consoles 
- Gift Baskets 
- Flower Arrangements 

An Incentive/Gift Reporting 
Form  must be completed, 

but does not require recipi-
ent’s signature or SSN/LU ID. 

  

1) The Trip Report from RapidRecon 

2) The Per Diem Calculation 

3) Copies of receipts (originals may be request-

ed for reimbursable expenses) 

4) Google map/MapQuest if personal vehicle 

is used 

5) Other supporting documents 

6) Check/payment to Liberty University (if 

applicable)     

uestion of the  
uarter Q 

 

What supporting documents 

should be attached to  my 

Business Travel Expense Re-

port from RapidRecon when 

I submit it to Accounting? 

See more here. 

http://www.liberty.edu/media/1310/Incentive_&_Gift_Reporting_Form.pdf
https://www.liberty.edu/media/1315/Travel.Reconcile.rev04.14.11.pdf


 Top Ten P-Card Mistakes   
 

(1) Using an incorrect commodity code while reconciling 
(especially using SPGEN and travel incidental commodity 
codes when a more specific commodity code could be 
used) 

(2) Failing to provide detailed descriptions in reconciliation 
comments  

(3) Failing to acquire prior written approval from the appro-
priate approvers for prohibited items on  P-Card Policy  

(4) Failing to reconcile on a timely basis and/or failing to no-
tify the P-Card Office of any problems causing the delay 

(5) Using AutoFill/AutoComplete to enter commodity codes 
in RapidRecon, preventing the correct account code to 
populate and causing issues in budget accounts 

(6) Failing to notify the P-Card Office when a Cardholder 
transfers between departments or leaves the University 

(7) Reconciling travel-related transactions to orders 

(8) Stacking transactions 

(9) Failing to submit a Request for Fund/Org Access Form 
and thus receiving an error when reconciling in 
RapidRecon 

(10) Exceeding a monthly credit limit by not tracking spend 

Julie Slagle    Brittany Harris   Purchasing 

jdslagle@liberty.edu   beharris@liberty.edu        PCard@liberty.edu 

592-3048          592-3346    592-3012 
 

         P-Card Website   RapidRecon 
 

To report a lost or stolen card, please notify Julie or Brittany as soon as possible.  

Your P-Card Information Sources: 
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mailto:jdslagle@liberty.edu
mailto:beharris@liberty.edu
http://www.liberty.edu/financeadmin/budget/index.cfm?PID=20244
https://www.liberty.edu/index.cfm?PID=248&CFID=47297440&CFTOKEN=95371426C:/Users/jdslagle/Documents/AdobeStockPhotos

