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�&�D�U�G���&�D�Q�F�H�O�O�D�W�L�R�Q��
��
To cancel a Purchasing card, the card should be cut in half and a Purchasing card Application completed.  
Indicate "Cancel Card" in the appropriate area. Both Purchasing card and application must be forwarded to 
Procurement Services. 
��
The Purchasing card should be cancelled for the following reasons: 
��

 
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 Visit reputable, familiar merchants whenever possible. 
 Report possible fraud immediately to US Bank at 1-800-344-5696. 
 DO NOT give your card number to anyone over the phone unless you know you are dealing with a 

reputable vendor. 
 Review Purchasing card transactions posted to your FOAPAL monthly  to identify any fraudulent 

activity. 
 Store PIN number in a secure location 
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�5�H�F�R�U�G���.�H�H�S�L�Q�J��
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�$�X�G�L�W�V��
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�5�H�Y�L�V�H�G���-�X�Q�H������������ ����

�$�O�O�R�Z�D�E�O�H���&�K�D�U�J�H�V����
��

�x�� �$�L�U�I�D�U�H��
�x�� �%�R�R�N�V��
�x�� �&�R�P�S�X�W�H�U�V��
�x�� �(�T�X�L�S�P�H�Q�W��
�x�� �/�R�F�D�O���P�H�D�O�V�����L�I���D�O�O�R�Z�H�G���S�H�U���W�K�H���(�[�S�H�Q�G�L�W�X�U�H���5�H�J�X�O�D�W�L�R�Q�V����
�x�� �2�S�H�U�D�W�L�Q�J���6�X�S�S�O�L�H�V��
�x�� �7�U�D�Y�H�O���U�H�O�D�W�H�G���F�K�D�U�J�H�V���V�X�F�K���D�V���E�D�J�J�D�J�H�����F�R�Q�I�H�U�H�Q�F�H���U�H�J�L�V�W�U�D�W�L�R�Q�����K�R�W�H�O���F�K�D�U�J�H�V�����S�D�U�N�L�Q�J�����W�U�D�Q�V�S�R�U�W�D�W�L�R�Q����

�H�W�F����
�x�� �5�H�Q�W�D�O���&�D�U�V��
�x�� �)�X�H�O���I�R�U���5�H�Q�W�D�O���&�D�U����
�x�� �$�P�D�]�R�Q���%�X�V�L�Q�H�V�V���$�F�F�R�X�Q�W��
�x�� �6�W�D�S�O�H�V��
�x�� �6�R�G�H�[�R��

��
�5�H�V�W�U�L�F�W�L�R�Q�V���R�I���W�K�H���3�X�U�F�K�D�V�L�Q�J���&�D�U�G���3�U�R�J�U�D�P��
��

�x�� �$�O�F�R�K�R�O�L�F���E�H�Y�H�U�D�J�H�V����
�x�� �$�P�P�X�Q�L�W�L�R�Q�V�������Z�H�D�S�R�Q�V����
�x�� �$�Q�\�������������U�H�S�R�U�W�D�E�O�H���S�D�\�P�H�Q�W�V�����I�R�U���P�H�G�L�F�D�O�����O�H�J�D�O���R�U���F�R�Q�V�X�O�W�L�Q�J���V�H�U�Y�L�F�H�V����
�x�� �$�S�S�O�L�F�D�W�L�R�Q�V�����P�H�G�L�D���G�R�Z�Q�O�R�D�G�V���V�R�I�W�Z�D�U�H���H���E�R�R�N�V����
�x�� �%�X�\�L�Q�J���R�I�I���S�U�L�F�H���F�R�Q�W�U�D�F�W�V�����F�R�Q�V�X�O�W���O�L�V�W���R�I���D�Y�D�L�O�D�E�O�H���Y�H�Q�G�R�U�V���D�W��

���K�W�W�S�������F�D�P�S�X�V���P�X�U�U�D�\�V�W�D�W�H���H�G�X���D�G�P�L�Q�L�V�W���S�U�R�F�X�U�H�P�H�Q�W���S�G�I���3�&�7�B�E�\�&�R�P�P�R�G�L�W�\�B�$�W�R�=���S�G�I������
�x�� �&�D�V�K���D�G�Y�D�Q�F�H�V����
�x�� �&�H�O�O���S�K�R�Q�H�V�������S�K�R�Q�H���F�D�U�G�V����
�x�� �&�R�Q�W�U�L�E�X�W�L�R�Q�V�������G�R�Q�D�W�L�R�Q�V����
�x�� �&�R�Q�W�U�R�O�O�H�G���V�X�E�V�W�D�Q�F�H�V�������S�U�H�V�F�U�L�S�W�L�R�Q���G�U�X�J�V����
�x�� �*�D�V�R�O�L�Q�H���±���X�Q�O�H�V�V���I�R�U���U�H�Q�W�D�O���Y�H�K�L�F�O�H����
�x�� �*�L�I�W���F�D�U�G�V���R�U���J�L�I�W���F�H�U�W�L�I�L�F�D�W�H�V����
�x�� �,�Q�V�X�U�D�Q�F�H����
�x�� �2�Q���F�D�P�S�X�V���S�X�U�F�K�D�V�H�V����
�x�� �3�H�U�V�R�Q�D�O���S�X�U�F�K�D�V�H�V����
�x�� �3�U�L�Q�W�L�Q�J�����F�R�S�\�L�Q�J�����G�X�S�O�L�F�D�W�L�Q�J���V�H�U�Y�L�F�H�V���±���S�U�L�Q�W�L�Q�J���S�U�R�F�H�G�X�U�H�V���I�R�U���D�G�G�L�W�L�R�Q�D�O���G�H�W�D�L�O�V������
�x�� �3�X�U�F�K�D�V�H�V���U�H�T�X�L�U�L�Q�J���D���F�R�Q�W�U�D�F�W����
�x�� �+�D�]�D�U�G�R�X�V���P�D�W�H�U�L�D�O��������
�x�� �7�H�P�S�R�U�D�U�\���+�H�O�S���6�H�U�Y�L�F�H�V����
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�1�R�W�D�W�L�R�Q�V��
��
�7�U�D�Y�H�O 
Travel related expenditures are allowed on the Purchasing card, with the exception of meals and mileage for 
personal vehicles.  Receipts must be itemized, and a signed copy of the Travel Request must be attached to 
the expense report for all out-of-state travel. For in-state travel a Travel Request is not required. However, 
if one has been prepared for budget management, it can be included with the receipts for further 
documentation. If the trip included attending a seminar or conference a copy of an agenda and 
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�5�(�1�7�$�/���&�$�5�6���:�,�7�+���(�1�7�(�5�3�5�,�6�(���$�1�'���1�$�7�,�2�1�$�/��
 
MSU travelers are required to make reservations and pay for rentals with an University Purchasing card.  
The use of a personal credit card for car rental is not permitted without extenuating circumstances.  
 
Travelers with a Univeristy Purchasing card are required to make their reservation and pay for the rental 
with this card.  Gas should also be paid by the individual on the same University Purchasing card.  Receipts 
for both the rental and gas are required.   
 
For employee travelers without a Univeristy Purchasing card or rentals for campus visitors that will be paid 
by the Univeristy, each department will establish a direct bill account with Enterprise and National Car 
rental that is tied to a new or exisiting Univeristy Purchasing card.  The Univeristy Purchasing card may 
carry a department name only, but will required a specific person to be responsible for the card.  
Department’s may also request one or more gas cards for employees to check out and use while traveling.  
The fuel cards will be in the Departments name, but will required a specific person to be responsible for the 
card.  If not using a gas card, employees will need to pay for fuel personally and submit receipts for 
reimbursement on a travel voucher.  Visitors will also need to submit receipts for reimbursement on a travel 
voucher.    
 
Rental Vehicles may be reserved by employees through myGate, Em
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• Foundation monthly reports require TWO approval signatures. All reports must have the two 
signatures before they are sent to Foundation. 

• All required reimbursements, by cardholder, are directed to Fou
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�0�6�8���3�8�5�&�+�$�6�,�1�*���&�$�5�'���6�(�5�9�,�&�(��
��
�3�X�U�F�K�D�V�L�Q�J���&�D�U�G���$�G�P�L�Q�L�V�W�U�D�W�R�U�V 
Beth Ward 
Director, Procurement Services 
Telephone: (270) 809-4090 
Fax: (270) 809-3408 
E-Mail: lward10@murraystate.edu 

��
Stephanie Jennings 
Interim Director, Accounting and Financial Services 
Telephone:  (270) 809-4155 
Fax: (270) 809-3014 
E-Mail: sjennings@murraystate.edu 

��

�)�R�U���T�X�H�V�W�L�R�Q�V���D�E�R�X�W���&�D�U�G���X�V�H�����$�X�G�L�W�V�����8�S�O�R�D�G�V���W�R���%�D�Q�Q�H�U��
Syndi Wilkins  
Accounting and Financial Services  
Telephone: (270) 809-3012 
Fax: (270) 809-5861 
E-mail: swilkins5@murraystate.edu 

��
�)�R�U���4�X�H�V�W�L�R�Q���D�E�R�X�W���$�S�S�O�L�F�D�W�L�R�Q�V���&�D�U�G���&�K�D�Q�J�H�V����
Jennifer Thorn 
Procurement Services 
Telephone: (270) 809-2091 
Fax: (270) 809-3409 
E-Mail: jthorn@murraystate.edu 

��
�)�R�U���0�6�8���)�R�X�Q�G�D�W�L�R�Q���&�D�U�G�V��
Mary Stroud 
Foundation 
Telephone: (270) 809-2088 
Fax: (207) 809-3231 
E-mail: mstroud@murraystate.edu 

��

�0�6�8���D�Q�G���0�6�8���)�R�X�Q�G�D�W�L�R�Q���7�D�[���(�[�H�P�S�W���6�W�D�W�X�V 
Procurement Services  
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�$�E�X�V�H�V�� �6�L�Q�J�O�H���2�F�F�X�U�U�H�Q�F�H�� �6�H�F�R�Q�G���2�F�F�X�U�U�H�Q�F�H�� �2�Q�J�R�L�Q�J���2�F�F�X�U�U�H�Q�F�H��
Personal abuses Cardholder required to reimburse the University, also 

action taken up to and including permanent suspension of 
card.  Other disciplinary action may be taken by the 
University, up to and including termination. 

  

Split purchases to avoid $3,000 
single purchase limit 

Written warning in form of audit finding. Temporary suspension of card Permanent suspension of card��

Non-compliance with  Expenditure 
Regulations and/or Purchasing 
Card Procedures 
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