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Procurement Guidance

TOPIC: PCard – Reconciled Monthly Statement

This document provides guidance on the paperwork that is required to be included in a reconciled
statement so that it is considered complete and acceptable.

Submission of a reconciled statement is due on the 15th of each subsequent month to Purchasing
via email (RRCC.PCard@rrcc.edu) or hard copy (Purchasing, Box 30).

GUIDANCE:

The following list reflects what is included in a reconciled statement:

1. Downloaded statement from US Bank
2. PCard Monthly Checklist

a. Cardholder has marked next to each line item as applicable
b. Reviewed, audited and signed by Approving Official

3. Expense Log
a. Each transaction has been logged as per the bank statement with an

appropriate business purpose
i. Business purpose details the reason for the purchase of items listed on

invoice/receipt
b. Signed and dated acknowledging receiving

4. Paid invoice/receipt
a. Verify itemized including vendor details, date of purchase, description, price

quantity of each item, total cost, and cardholder name/partial card number.
b. Verify no taxes charged

i. If yes to taxes being charged, provide proof of refund and/or status of
the request

ii. If no tax refund granted, provide documentation that a refund was
requested and denied

5. Reallocation
a. Per transaction, copy of FAAINVT screen or SSB printout (Instructions on

Purchasing website)
b. If IDI completed, checkmark line on PCard Monthly Checklist of completion and

submittal to appropriate department. (DO NOT submit the IDI with reconciled
statement.)

6. Per bank statement, as applicable:
a. Official Function with Announcement/Agenda, Sign in Sheet

(Note: Official Function form should have been signed prior to purchase of food.)
b. Travel Form

(Note: Form signed by College President prior to payment of registration fees.)
c. Names of field trip attendees
d. Names of recipients of prize/awards if prize value is under $50.00.

i. If the value is over $50.00, check with Purchasing prior to awarding for
additional required paperwork from the recipient.
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FREQUENTLY ASKED QUESTIONS (FAQs):

Q1: How do I access US Bank to download my statement?

Access “US Bank Cardholder Guidance” from the Purchasing webpage.

Q2: Where can I obtain the most up-to-date forms?

Up-to-date forms are available on the Purchasing webpage

Q3: What if my invoice/receipt reflects items for different business purposes?

A business purpose would need to be provided for each different purchase. i.e.
office supplies and a desk chair are purchased – the Expense Log should reflect a
line for each item with the need.

Q4: What if I submit an IDI with my reconciled statement?

Any IDI submitted with a reconciled PCard statement will be discarded and not
processed. The processing of IDI’s is not a role completed by Purchasing.

Q5: For the Travel Form, do I need to submit anything additional to the form signed by the
college president?

The itemized paid receipt/invoice. You do not need to submit a copy of the travel
details (flight, hotel, etc.).

Q6: For the Official Function Form, do I need to submit anything additional besides the
approved form?

The itemized paid receipt/invoice, flyer/agenda, and sign in sheet. You do not need
to submit a copy of the vendor menu.

Q7: Is there a sample reconciled packet that I can reference?

Yes, a sample copy of a reconciled statement can be found below as an exhibit to
this document.

CONTACT INFORMATION:
Renee Murillo, Procurement Manager, PCard Administrator

RRCC.PCard@rrcc.edu or 303-914-6345
Lynn Beltran, Purchasing Coordinator

RRCC.PCard@rrcc.edu or 303-914-6344
Holly Gentry, Controller

Holly.Gentry@rrcc.edu or 303-914-6341
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Exhibit – Sample Packet
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