Purchasing Card
Payment Certification Form

	Department Number
	     

	Department Name
	     

	Last 8 digits of the Card Number
	     

	Cardholder's Name
	     

	Cardholder's 9 digit employee ID #
	     

	Statement Closing Date
	     

	Balance Outstanding

 (from statement)
	     

	

	I certify that this payment is for goods and/or services received in accordance with State and university purchasing regulations.  I also certify that I review the P-Card Procedures annually.

	Cardholder Signature:

(required)
	
	Date:
	     

	Reconciler Signature:

(optional)
	
	Date:
	     

	

	I have reviewed the expenditures and my responsibilities outlined on page two of this document and I authorize payment for these purchases.

Department Head(s) or designee(s):

	Signature:

(required)
	
	Date:
	     

	*Signature:
	
	Date:
	     

	*Signature:
	
	Date:
	     

	Additional signatures are only required when charges are spread across multiple Departments


revised 10-06-09
NOTES:  
Responsibilities of the person that reviews the statement reconciliation and signs or approves the Payment Certification Form
1.
Assure that the reconciliation documentation and the Payment Certification Form were received from the cardholder in a timely manner.

· Contact your cardholders if you do not receive their reconciliation prior to the 10th of the month.

2.
Assure the reconciliation documentation contains the Payment Certification Form which is signed and dated by the cardholder.
· If the Payment Certification Form is not signed and dated, return to the cardholder.
3.
Assure the reconciliation documentation contains P-Card monthly statement.

· If the monthly statement is not attached, request it from the cardholder.

4.
Compare the transaction amounts documented in the cardholder log and on the itemized receiving documentation provided by the vendor to the monthly P-Card statement.

· Contact the cardholder for any explanation of any variance not documented and return for correction.

5.
Verify that the reconciled total on the Payment Certification Form matches the amount due on the P-Card statement

· If not, contact the cardholder for  an explanation of the variance and return for correction.

6.
Validate that each transaction is a valid business purchase and that all procurement policies were adhered to.

· If your have any questions, contact the cardholder for more information.  Report any non-compliance to the Program Administrator.
7.
Validate that there were no split transactions.

· If your have any questions, contact the cardholder for more information.  Report any non-compliance to the Program Administrator.
8.
Verify no sales tax on purchases.

· If there was tax charged, contact the cardholder and instruct that a credit from the vendor be requested immediately.  Ensure a notification to this effect is included on the reconciliation.

9.
Assure the accounting information correct.

· Contact the cardholder or responsible party to correct any fund/account code errors.

10.
If there are any outstanding issues which cannot be corrected before sending out the Payment Certification Form to the Controller's Office, attach documentation in the file recapping disposition and identifying the responsible party.  Keep track of any outstanding items awaiting resolution.

11.
Sign and date the Payment Certification Form.

· By signing and dating  the Payment Certification Form, you are agreeing to the terms on this page and that every item on the log is accurate and complete.  If there are any questionable or disputed charges, be sure there are notes in departmental files regarding the status of the charge.

12.
Send the Payment Certification Form and the original P-Card statement to the Controller's office for processing by the 10th of the month.
13.
For additional information see the Virginia Tech P-Card Procedure http://www.purch.vt.edu/Department/Procedures/ge.html.
.
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