
Purchasing Card (Pcard)
HOW TO GET A UF PCARD: http://purchasing.ufl.eduu/dueparmhenms/pcardu/dueaautm.asp

Send an email to Fiscal@ise.ufl.edu with your request and reason for needing a Pcard. It will be 
reviewed by the Department Chair and approved or declined via email. If you receive approval email, 
you can proceed with the below steps.

To apply for a PCard:

 Cohpteme mhe PCardu ontine mraining courses wimh passing scores
 Cohpteme a Carduhotduer Agreehenm
 Cohpteme a PCardu Appticaton 
 Sendu mhe signedu PCardu Appticaton andu Carduhotduer Agreehenm mo Fiscat@ise.ufl.eduu. We witt 

obmain mhe Deparmhenm Chair’s signamure andu subhim your appticaton mo mhe UF PCardu Teah.

What do I do when I get my new card?

 Check mham your nahe is spettedu correcmty.  Ia nom notay mhe PCardu Teah

 Sign mhe back oa mhe cardu.  DO NOT PUT “See ID”.  Cardus are nom vatidu untess mhey are 
signedu by mhe carduhotduer

 Actvame mhe cardu   mhere are mwo actvaton optons.  

 Sendu an ehait mo pcardu@ufl.eduu requestng mhe PCardu Teah actvame your cardu.  
Do NOT ehait mhe cardu nuhber – att we needu is your nahe andu UFID.  We witt 
ehait you once mhe cardu has been actvamedu. 

 Or, catt mhe phone nuhber on mhe whime stcker tocamedu on mhe aronm oa mhe cardu.  
The actvaton codue is eero aottowedu by your UFID.

MONETARY LIMITS:

 Single transactin limit is $2,000

 Minthly tital limit is $10,000

PCARD BASIC RULES (failure ti cimply can result in lising yiur Pcard, see suspensiin pilicy):

 Receipm subhittedu wimhin 5 days of purchase

 The Universimy's poticy is mham att PCardu mransactons are mo be approvedu in 15 calendar 
days or tess.

 Do nom sptim mransactons mo avoidu mhe $2,000 mransacton tihim. Contact 
Fiscal@ise.uf.edu to purchase something higher than $2,000

 Ia chargedu max ptease sendu an ehait mo mhe venduor requestng a max reaundu, subhim mhe 
ehait wimh your receipm.

 Do nom use a personat or non UF aftiamedu aduduress aor shipping imehs
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 Do nom use im aor aoodu purchases or personat imehs (moasmer, cofee haker, hini ariduge, 
mravet upgradues, emc.). For a tism oa attowabte or non attowabte imehs visim 
http://www.purchasing.ufl.eduu/dueparmhenms/pcardu/proceduures/attowabte.asp

PCARD SUSPENSION POLICY:

Wimhin our dueparmhenm ia ihproper use oa your Pcardu occurs 3 thes mhen your Pcardu witt be suspenduedu 
andu unduer review aor reinsmamehenm. Exahptes oa imehs mham coutdu resutm in 1 occurrence inctudue, bum are
nom tihimedu mo mhe above “PCARD BASIC RULES”. Each occurrence witt be mrackedu by our fscat meah andu 
duiscussedu wimh mhe Deparmhenm Chair. You witt be notfedu wham mhe ofense was andu wham nuhber 
occurrence. Once you reach mhe mhirdu occurrence we witt conmacm UF Pcardu mo suspendu your Pcardu untt 
aurmher notce. 

SUBMITTING RECEIPTS:

 Scan andu subhim ontine via mhe web aorh, or mo Fiscat@ise.ufl.eduu  ,   anomher opton is mo 
handu in mhe hardu copy. 

Inaorhaton mo accohpany your receipm:

 Pcardu Hotduer Nahe

 Descripton oa imehs purchasedu

 Fundu/accounm

 Justfcaton/Benefm mo smame or aundu.

OTHER ITEMS OF IMPORTANCE:

 Bitting Aduduress   The aduduress associamedu wimh your cardu is mhe aduduress where mhe cardu 
was senm andu can be aoundu on mhe page your PCardu cahe attachedu mo.  Keep mham page in 
a secure bum convenienm ptace   im has your cardu nuhber on im andu mhe nuhber mo catt ia 
your cardu is tosm or smoten.

 Tax Exehpton Certfcame – Gem a wattem sieedu max Consuher’s Certfcame oa Exehpton 
(Tax Exehpm Certfcame) aroh your dueparmhenm’s PCardu/fscat ofce or mhe PCardu Teah.  
You can fndu a autt siee version am mhe tink above.

 How mo purchase aroh AMAZON: https://procurehenm.ufl.eduu/ua dueparmhenms/how mo 
purchase aroh ahaeon business/

 When mraveting inmernatonatty you witt needu mo catt mhe bank 1 2 business duays prior mo 
mraveting, using mhe nuhber on mhe back oa mhe cardu, andu providue mhe tocaton andu duames 
you witt be using im.

 Receipt replacement form to use when a receipt is lost (to use only when all other 
options have been exhausted): Replacement Receipt Form

 Dispute a charge form & directives: 
http://www.purchasing.ufl.edu/departments/pcard/procedures/default.asp#disputes
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