NDE Employee Use of a

State of Nebraska Purchasing Card (P-Card)

Obtaining a P-Card – one per team except for Vocational Rehabilitation.  Exceptions should be arranged with Central Accounting.

1. An NDE employee completes a “State of Nebraska Purchasing Card Account Information” Form.

2. The employee also reads the “Nebraska Department of Education Agreement to Use the U.S. Bank Visa Purchase Card” and enters their Printed Name on the agreement. The Agreement is signed and dated by the employee’s Leadership Council member to indicate approval.

3. The Agreement and the Information Form are forwarded to the Agency P-Card Coordinator in NDE Administrative Services.

4. The Agreement and a copy of the Information Form will be filed in Central Accounting.

5. The Agency P-Card Coordinator reviews/signs the Information Form and forwards it to State Accounting. 

6. When the P-card is received, the Agency P-Card Coordinator enters the P-Card number on the Agreement and then delivers the P-Card. The employee and coordinator then sign the Agreement. A copy of the Agreement is forwarded to State Accounting. The employee then calls the 800 number listed on the card to activate the account and signs the back of the card.

How to Use the Card

1. Use the card as you would any credit card. See restrictions under item 4. If ordering by phone, provide the vendor the P-card number as credit card payment for the purchase.

· If Nebraska Sales Tax would normally be charged on the purchase, notify the vendor that the Department of Education is exempt from Nebraska Sales Tax because it is a State agency.

2. Obtain an itemized receipt or itemized confirmation notice.

3.
Provide Central Accounting with the original documentation when you receive your Monthly Reconciliation Statement (statement and receipts).  The detail information to be included with the documentation is as follows.

· Date of the P-card transaction

· The business name and address of the vendor

· Description of each item purchased

· Cost of each item purchased

· The net dollar amount of the P-card transaction

· The coding(s) that will be used to pay the P-card transaction

· Signature of LCM or designee

4.
The P-Card CANNOT be used for the following:

· Any merchandise, product, or service normally considered being inappropriate for use of State funds.

· Items available through statewide contracts. (i.e. Office Depot).

· Fixed Assets.

· Airline tickets.

· Meals while on State business - Meals are reimbursed through an Expense Reimbursement Document.

· Lodging while on State business. Lodging may either be direct billed to the Department or claimed on an Expense Reimbursement Document.

· Any item that will exceed the established per transaction limit.

5. General information about the P-Card program can be found at: 

http://www.das.state.ne.us/accounting/pcard/pcard.htm
Contacts
If you have questions, please contact Paul Haas at 471-3563 or Bob Range at 471-3978 or Mike Stefkovich (Agency P-Card Coordinator) at 471-4504.
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