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Today’s workshop goals

 Importance of ProCard Administrator’s Role

 New tools and ideas

 Practice critical thinking skills with scenarios



The ProCard Administrator Role

Ensure 
adequate 

receipts and 
business 

explanations

Report waste, 
fraud, or 

inappropriate 
purchases

Ensure proper 
contract/grant 

spending

Question 
potentially 

problematic 
charges

Safeguard 
UD’s future 
funding and 
good name



Cost Accounting Standards

Is it

Allowable?

Is it 

Reasonable?

Is it

Allocable?

Is the 

Treatment

Consistent?

Included in Budget 
Justification 

Not disallowed by 
Terms & Conditions

Is this expense on the 
“problematic” list? 

Detailed backup and 
adequate explanation

The “prudent person” 
test

Necessary to the 
project

Purchasing done as 
“arm’s length” trans-
action

Directly benefits the 
project

Incurred to advance 
work of the project

Pro-rate based on % 
benefit to the project

Cannot shift costs to 
other projects

Consistent with 
standard UD practices 
and policies

Consistency between
direct/indirect costs 
among federal awards

… or can this item be charged to this project?



What are the risks?

Issues of inadequate credit card processes:
• Cardholder sign-off not timely 

• Charges not reflected properly on awards

• Project’s true financial situation is unknown 

• CH max reached; card unusable

• No proper backup or explanation / unallowable costs

• Cannot substantiate charges belong on grant

• Unfavorable audit findings

• Loss of future funding

• Adverse publicity

• Return of $$ to sponsor

• Stress/worry/time spent later providing backup

• Expenses moved to departmental Purpose



Meet the players

Cardholders: 

grad students, principle investigators, staff, post docs

Grants Administrator/ProCard Processor



Lab supplies 
purchased for a 

project

Detailed 
receipt

Email rec’d 

from Works

Sign-in to 
Works  
(attach 

receipts)

Transaction:
 Verify accuracy
 Type: Comments – what, when, 

where, why (Full UD business-
related  explanation) and Purpose 
code

 *CH Allocates  (perhaps)
 Sign-off

Write: CH name 
and Purpose

Give: receipt to PCA

*Allocate transaction  
(CH or PCA):
 Enter correct Speedtype and 

Account

Goes in CH’s file 
until statement 

rec’d

Within    
2 weeks

Email rec’d 

from Works

Sign-in 

to 

Works

Transaction:
 Verify allowed by UD policies
 Verify detailed receipt rec’d
 Verify Comments have complete 

UD business-related explanation
 Grants – verify expense is 

allowable/appropriate (see: 
Problematic Chart) and budgeted 
(see: Budget Justification)

 *Allocate Speedtype/Account or 
check CH’s allocation

 Sign-off

Is receipt 

adequate?

YES

Flag in Works or 
Email CH: for 
better backup

UD Credit Card Flow Chart – Purchases

NO

W
o

rk
s 

Cardholder 
(CH)

ProCard
Administrator 

(PCA)

Weekly: run report 
to find missing CH 

sign-offs  
Email CH: 

reminder with list 



Ideas and Suggestions

Project is awarded: share details with stakeholders

Call short meeting: 

Discuss award details
Email stakeholders: 

Include award details



Share Ideas with Stakeholders

The stakeholders:

• Principle Investigator (PI)

• Grant administrators 

• Grad students

• Post docs

• Credit card processors



Details to share:

• COA sheet with award details

• Sponsor requirements

• Budget Justification, Terms & Conditions

• Highlight anything special/unusual 

• Who has approval to charge expenses

• Document in writing/email

Share Ideas with Stakeholders



Share Ideas with Stakeholders - Email



Create Email Template with Quick Parts



Ideas and Suggestions

Training for New Cardholders (CH)

 10-minute training in Works after first use of credit card

• Works navigation

• Comments – example of a good explanation

• Allocation (if done by cardholder)

• Sign-off within 30 days (or sooner)

 Handout with detailed policies and instructions

If CH will be allocating charges in Works include:

• His/her Purpose codes 

• Most commonly-used Accounts



Ideas and Suggestions

Travel

 Meet with traveler prior to trip

• Fly America Act – foreign travel

• Travel budget

• Meals (decide: per diem or UD credit card) 

• Receipt requirements

• Remind: Do’s and Don’t’s (Cardholder instructions)



Ideas and Suggestions

Travel

 Cheat Sheet for travelers – wallet card 
(Based on College of Earth, Ocean & Environment’s card)

(front) (back)



Ideas and Suggestions

Travel

Travel Request Form

Faculty/Staff

(based on Mathematical Sciences’ form)



Ideas and Suggestions

Travel

Graduate Student 

Travel Request Form

(based on Mathematical Sciences’ form)



Ideas and Suggestions

Shared Drive: store documents centrally

• Scanned cc statements, receipts, other backup

• File structure - by fiscal year, month, and CH name 

• Receipt copies go into project/award file 

• Budget Justifications – for verifying allowable charges

• COA sheet with project details

• Terms & Conditions



Ideas and Suggestions

UDataGlance – Award Data tab

• Check Start and End Dates

• Award: Available Balance 

• Expense Categories: Budget vs. Remaining Budget
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University
SB
14A0000 1 F101
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ProCard
Administrator 

(PCA)

Does a charge need 
more scrutiny?

Some transactions deserve 

scrutiny based on what
was bought or where it 

was  purchased.

Grants charges require 
extra analysis.

Is this on the 
possibly 

PROBLEMATIC 
expense chart? 

Does the 
merchant sell 
CONSUMER 
GOODS or 

FOOD?

YES YESContact 
cardholder 
for better 

explanation

Proceed with 
regular 

processing

Proceed with 
regular 

processing

NO NO

Is the 
explanation 
satisfactory 
and timely?

Proceed with 
regular 

processing

YES NO

Escalate concerns 
to business mgr., 
chair, RO grants 
administrator

Allowed by UD Policy?

Grants :
Is it ALLOWABLE?
HOW is this expense 
directly related to an 
award? 
Is it reasonable?

WHAT was 
purchased?

HOW does it 
explicitly relate to 
research/award?



Possibly 
Problematic 
Charges on Grants 
Chart



Ideas and Suggestions

College or Department webpage

Gather all credit card information in one place:

• University and college/departmental policies

• Cardholder training

• CH, PCA and IR procedures

• Travel form(s), wallet card

• Card Admin. contact info

• Links:

• Works login

• Travel resources (Procurement website)

• Credit Card info (Procurement website)



Ideas and Suggestions

Other things

• Friendly enforcement of deadlines (receipts, signing-off, etc.) 

• Have scanner on admin’s desk

• Run Works reports for transactions not signed-off

• Email reminders with list to each CH

• Use Snipping Tool to capture screen shot

• 2nd request is cc’d to chair/dept. head

• Same Purpose and Account default in Works

• Example:

FAKE175222  - DECR FUND – YOUR DEPT

149875 - Procard Clearing



Credit Card
Audit Specialist 

Suggestions for Smooth Credit Card Audits

File receipts and other 
backup with the 

statements.  
This makes it much 
easier to pull the 

backup if a statement 
is chosen for audit.  

I understand 
original receipts 

must be put in the 
grant file.  

Make a copy as 
backup for the 

statement.

Make sure each charge has an 
explanation that is 

understandable to people 
outside your department.

The most common audit issue I 
encounter is an unclear 

explanation. 



Most Helpful Works Reports

Bank of America Statement – same info as the statement 

mailed from the bank (PDF)

Supervisor Review – spend report with useful info for 

tracking spending (Excel)

Allocations – spending info that includes Comments, 

allocation data and option to filter by Speedtype

Transactions – spending info that does not include 

Comments; can change dates and department name

CH Not Signed Off - Previous Cycle – all transactions not 

sign-off by the cardholder in the previous billing cycle.



Cost Accounting Standards

Is it

Allowable?

Is it 

Reasonable?

Is it

Allocable?

Is the 

Treatment

Consistent?

Included in Budget 
Justification 

Not disallowed by 
Terms & Conditions

Is this expense on the 
“problematic” list? 

Detailed backup and 
adequate explanation

The “prudent person” 
test

Necessary to the 
project

Purchasing done as 
“arm’s length” trans-
action

Directly benefits the 
project

Incurred to advance 
work of the project

Pro-rate based on % 
benefit to the project

Cannot shift costs to 
other projects

Consistent with 
standard UD practices 
and policies

Consistency between
direct/indirect costs 
among federal awards

… or can this item be charged to this project?



Is it

Allowable?

Is it 

Reasonable?

Is it

Allocable?

Is the 

Treatment

Consistent?



The ProCard Administrator Role

First line of defense against 
waste, fraud, or inappropriate 

purchases.

You are safeguarding UD’s 
future funding and good name.



Parting Words

If you are unsure: ask questions! 

Get clarification from the PI or others in your 
department

Seek expert help from Research Office, Procurement 
Services, your Sponsored Programs Office, your Dean’s 
Office


