
 

 

 

 
PURCHASING CARD PROGRAM TRAINING GUIDE 

 
 
BACKGROUND 
 
A District provided Purchasing Card (P-Card) is a streamline business process achieving improvement 
over the traditional Requisition - to - Purchase Order to process low dollar goods and travel expenses.  
The time and resources needed are significantly reduced when completing P-Card purchases. 
 
The Purchasing Card Program delegates purchasing authority to Cardholders.  For Cardholders, the 
matter of making low dollar good purchases and traveling for the Chabot-Las Positas Community 
College District is highly visible.  As a public institution spending public funds and doing business 
transactions are subject to public scrutiny.  As such, all purchases made using the P-Card must be 
completed thoughtfully, recorded accurately and processed in a timely manner.  
 
Remember to keep good public purchasing ethics, Table 1 below is the Standards of Purchasing 
Practice set forth by the 95 year old professional organization, the California Association of Public 
Purchasing Officers (CAPPO). 
 

 

Table 1 
Standards of Purchasing Practice 

 To regard public service as a sacred trust, giving primary consideration to the interests of the 
public agency that employs us.  

 To purchase without prejudice, seeking to obtain the maximum value for each dollar expended.  
 To avoid unfair practices, giving all qualified vendors equal opportunity.  
 To honor our obligations and require that obligations to our public agency be honored.  
 To accord vendor representatives courteous treatment, remembering that these representatives are 

important sources of information and assistance in solving our purchasing needs.  
 To refuse to accept any form of commercial bribery, and prevent any appearance of so doing.  
 To be receptive to counsel from our colleagues, and to cooperate with them to promote a spirit of 

teamwork and unity.  
 To conduct ourselves with fairness and dignity, and to demand honesty and truth in the purchasing 

process.  
 To strive for greater knowledge of purchasing methods and of the materials we purchase.  
 To cooperate with all organizations and individuals involved in activities designed to enhance the 

development of the purchasing profession, remembering that our actions reflect on the entire 
purchasing profession. 
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Further, all charges made using your District P-Card, the subsequent approval and processing to the 
District Office must be completed in accordance with District’s Policies and Procedures (Purchasing 
Card Program in its entirety can be found at: 
http://info/intranet/purchasing/PurchasingCardPoliciesAndProcedures.php ); Federal, State, local laws 
and regulations. The information provided here will assist in guiding you. 
 
 
CARDHOLDER –  
A Cardholder is an individual who makes appropriate purchases (Prohibited Purchases – 
Attachment A) during the Billing Cycle using the P-Card.  When making a purchase in which the item 
will be delivered to a Campus Warehouse, use the P-Card Purchase Order Number; CC-Last Name of 
Cardholder, the campus/location and phone ext. (i.e., CC-Lamica, DO/Purchasing 5233) when 
available. 
 
 

REQUIREMENT FOR DELIVERIES TO CAMPUS WAREHOUSE: 
 
Cardholder shall notify the Campus Warehouse staff of any transactions that will 
result in item(s) to be delivered to the Warehouse at Chabot or Las Positas College 
campuses.  Warehouse staff must be able to identify incoming packages so they may 
in turn deliver the item(s) to you.  After making a P-Card order provide the 
appropriate Warehouse Staff with your P-Card Purchase Order Number which is CC-
last name, campus/location and phone ext., and the description of item(s) ordered and 
the Company’s Name shipping the item(s). 
 
Contact Chabot Warehouse at (510) 723-7270 and Las Positas at (925) 424-1777 

 
 
MONTHLY PURCHASES LOG FORM 
For each purchase made, a hard copy receipt is required and the Cardholder shall complete the 
Monthly Purchases Log Form (Attachment B).  Travel Purchases are also entered onto the Monthly 
Purchases Log Form.  This Monthly Purchases Log Form assists in organizing the P-Card purchases 
for Cardholders, the Approvers and the Accounts Payable staff.  
 
Cardholder shall obtain or create a hard copy receipt to match each entry on the Monthly Purchases 
Log Form.  If the purchase is made via internet, then create the receipt by printing a copy of the 
confirmation given at the end of the transaction. 
 
For each charge made, delivery and receipt of the goods or completion of the travel is verified by the 
Cardholder documented and attached to the hard copy receipt. 
 
MONTHLY STATEMENT APPROVAL STEPS 
 
1.   Reconciliation – When the Monthly Billing Cycle ends the Cardholder will receive a Monthly 

Statement from US Bank. The Cardholder shall match the Monthly Statement against the Monthly 
Purchases Log Form.  The Cardholder reviews the Monthly Statement, the Monthly Purchases Log 
Form and the Receipts and approves each of the charges as received and correct (Example A). 
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 MISSING RECEIPTS: Should any purchase be missing a receipt, please complete and add a 
 Missing Receipt Statement Form (Attachment C). Once completed, all purchases will have a 
 corresponding  receipt or a Missing Receipt Statement Form. 
 

Checklist Note:  A properly reconciled and approved package will contain the Cardholder’s signed 
Statement, a completed and signed Monthly Purchases Log with account numbers and 
corresponding receipts. 

 
 2.  Approval Routing – The Cardholder’s reconciled and signed package is then sent to an Approver 

for review and a second approval signature. 
 
 APPROVER: The Approver reviews the Cardholder’s Monthly Statement, the Monthly 
 Purchases Log and Receipts.  If the monthly activity of the Cardholder is correct the 
 Approver’s signature is added to the Monthly Statement and each page of the Monthly 
 Purchases Log Form.   
 

Checklist Note:  The Approver forwards the Approved Monthly Statement, with accurate 
account(s) to be charged, along with one copy of the Approved Monthly Purchases Log Form and 
all receipts to Accounts Payable Group (925. 485.5222) at the District Office.   

 
The Approval routing process must take place within Five (5) Business Days after the 
Billing Cycle Ends. 

 
 
DISPUTED CHARGES 
Each Cardholder must resolve any disputed charges with the original vendor where a purchase was 
made.  Should difficulty arise, Cardholder must notify the Purchasing Department.  The Purchasing 
Department will follow up using US Bank representatives. 
 
 RECORDS RETENTION:  Upon completion of the review and payment, the Accounts 
 Payable Group will retain the Receipts from the Colleges for three (3) years past the Final 
 Annual Audit, in accordance with the records retention schedule.  This retention period is tied 
 to the Annual Audit, so maintain the current fiscal year and the four (4) complete prior fiscal 
 years. 
 
 
REVOCATION OF PRIVILEGES 
Improper purchases (Attachment A), lost receipts, late payment processing, not completing and 
maintaining supporting documentation and/or not complying with the intent and details of the 
Purchasing Card Program Policies and Procedures are considered misuse of the Purchasing Card 
privileges and at the discretion of the Program Administrator may revoke the Cardholder’s P-Card. 
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DISTRICT TRAVEL USING THE PURCHASING CARD 
 
The Purchasing Card Program does not eliminate or substitute any current District Travel Policy and Procedures. 
Cardholders that utilize the P-Card for travel are still required to obtain proper pre-approval for their business travel.  
Processing travel charges on your P-Card requires a copy of the approved CONFERENCE LEAVE: REQUEST 
FORM (Example B, Page 1) to be attached to your Monthly Purchases Log Form. 
 
The most current Travel Forms are found on the Human Resources web site.  These are new electronic forms.  The 
old, multi-part, paper forms will no longer be available from the Office Supplies Contractor.  Find new Travel Forms 
at: http://www.clpccd.org/HR/HRGovForms.php 
 
Reimbursement for personal expenses is still applicable.  The procedures for processing approvals of your P-Card 
Monthly Statement include safeguards against a “Double Payment”.  Caution should be exercised when processing 
reimbursements so you do not claim and get paid for expenses that are already paid with the P-Card 
 
The CONFERENCE LEAVE: EXPENSE CLAIM FORM (Example B, Page 2) is still utilized.  Reimbursement for 
your personal cash expenses or personal charges incurred during Conference travel is still applicable. 
 
Process your Expense Claim Form as usual but enter the amounts spent on the P-Card in the Less Advances section of 
the Form as below: 

 
 

_________________$_____________ 
_________________$_____________ 

 

Total Daily Expenses: 
 

 

Cost of Transportation: 
 

 

Subtotal: 
 

 

Less Advances: 
 

     Enter the P-Card purchases HERE 

Expense Limit $ ______ Total Claim: 
 

 

 
 

(See further in this Guide for a copy of the Travel Forms for your reference) 
 
All travel expenses paid for with your District Purchasing Card are placed onto the Monthly Purchases Log Form.  

-8-



Example B 
Page 1 of 2

-9-



Example B 
Page 2 of 2
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Example C
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Example D 

 

CHABOT – LAS POSITAS COMMUNITY COLLEGE DISTRICT 

TIPS FOR SAVING MONEY 

 

1. Shop around 
 Competition will motivate suppliers to lower pricing. It’s ok to tell a vendor that you are soliciting quotes 

from other vendors.  
o However, do not attempt to pit one supplier against another when you are soliciting quotes.  
o Do not tell any supplier what the pricing is until after you have decided who has the best bid. 

Once you have made the award, all pricing becomes public information. Suppliers are entitled 
to know the prices quoted. If a supplier calls and asks, politely read them the list of quotes you 
received. 

o Use the web to compare pricing some websites do this comparison like www.nextag.com 
2. Ask for government pricing. 

 Many vendors have existing government and/or educational price lists that they would be willing to 
extend to the District. Simply ask. 

3.  Look for Co-operative or “Piggyback” contracts. 
 Using contracts created by others can provide valuable savings when larger agencies obtain better 

pricing and terms than the District could obtain by itself. Using contracts created by others will also 
save you valuable staff time.   

 See the “Cooperative Purchasing/Piggyback Contracts” link on the Purchasing Intranet page for more 
information. 

4. Get volume discounts; buy in bulk. 
 Consider combining orders with your sister college or departments divisions at your campus. 
 For on-going purchases, can you purchase more, less often?  

5. Ask for a lower price. 
 As the saying goes, “It never hurts to ask”. Simply asking, “Is that the best price?” may encourage a 

vendor to reduce the price. 
6. Ask for written confirmation (fax or email is ok) of any verbal price quotes. 

 This is a great way to avoid misunderstandings, verify legitimate pricing and get a receipt for the 
processing steps. 

7. Watch out for scams. 
 Be skeptical of "cold" or unsolicited calls and feel comfortable saying "no" to high pressure sales tactics.  

Legitimate companies will not pressure you for information and ask you to make a snap decision. 
8. Audit Pricing  

 Make sure that the invoice matches the price quoted. 
9. Request 

 Purchasing Staff Support (925) 485-5230, 5233, 5205 
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Attachment A 
 

Initial Acceptance ________ 

Restricted Item   Purchasing Instructions  

Agreements or Contracts provided by the 
Supplier/Merchant requiring a District Signature  

Complete a Requisition Form or Banner on-line Requisition 

On-Site Construction, Building alteration, demolition or 
repairs  

Contact M&O and/or Facilities/Bond Programs and Operations 
Departments  

Services - including labor charges, personal or professional 
services, consulting or clerical services 

Contact Human Resources Services.  Complete a Contract for Services. 

Information technology related items: 
Computers, Computer peripherals and Computer related 
items; Printers; Software licenses; Telecommunications 
Equipment (phones, phone related items); Web Based 
Subscriptions & Services, ASP’s 

Contact ITS. Contact Mike Seaton (Chabot College), Heidi Ulrich (Las 
Positas College) or Annie Harris, (District Office) 

Controlled Substances including narcotic and non-narcotic 
drugs  

Never allowable 

Cigarettes, tobacco products or alcohol Never allowable 

Transactions with Employees as the Vendor  Not allowable. Employees or their companies may not be vendors 

Purchases shipped to Employees home or other location 
other than campus or District’s address 

Never allowable 

Inventory Equipment Assets – An equipment Asset is any 
piece of equipment, which costs $5,000 or more.  In 
determining the $5,000 dollar level the cost of taxes and 
shipping and related costs are included. 

Complete a Requisition Form or Banner on-line Requisition. Fixed Asset 

Equipment Rental /Lease in excess of 30 days  Complete a Requisition Form or Banner on-line Requisition  

Equipment Repairs on personally owned equipment.  Never allowable  

Explosives, Firearms and Ammunition Never allowable  

Postage stamps and meters Contact Mail Rooms on each campus or District Office  

Outside Copying Printing (containing logo for 
departmental letterhead, business cards, envelopes, etc) 

Contact campus print and copy centers. Consider bidding and buying 
printing as best practice, contact Victoria Lamica (x5233) 

Cash advances or cash refunds Not allowable 

Auto fuel, Auto repair (Fuel for Travel Rental Vehicle is 
allowable) 

Not allowable 

Items on established Open Orders, including STAPLES Not allowable 

Gifts (flowers, balloons), gift cards, awards Not allowable 

Real Estate Rental agreements or Lease agreements  Contact Vice Chancellors of Facilities/Bond Programs and Operations 
and/or Business Services 

Third party financed transactions/ Capital Leases  Complete a Requisition Form or Banner on-line Requisition  

Recurring Charges, Not allowable 

Charges where the Cardholder has allowed the vendor to 
keep the card number on file. 

Charges may be charged even after a Cardholder’s account is closed.  The 
only true way to be sure no one can use a credit card again is to have the 
bank purge the account.   Most 'purges' are scheduled only for a specific day 
each month. Recurring charges may be cancelled by Cardholders calling the 
vendors. 

http://mailservices.berkeley.edu/stamp_orderform.htm


Attachment B 
 

CLPCCD Purchasing Card Program   Monthly Purchases Log 

Cardholder Name:         Credit Card # (Last four digits)      

Department:          Statement Date:        

# TRAN 
DATE 

Vendor Name, Description of Item(s) Purchased, Account Number to be Charged 
For Each Purchase Indicate if CA Sales Tax was Paid: Yes or No 

Total 
Amount 

Disputed or 
Pending 
Items Y/N 

  
Name:  

Description: 

Acct. # 

Y/N ___ 

  

  
Name:  

Description: 

Acct. # 

Y/N ___ 

  

  
Name:  

Description: 

Acct. # 

Y/N ___ 

  

  
Name:  

Description: 

Acct. # 

Y/N ___ 

  

  
Name:  

Description: 

Acct. # 

Y/N ___ 

  

I certify that all purchases listed on this statement, unless noted in the disputed item column, are true and correct and were made for official CLPCCD purposes. All goods have been received 
and payment is authorized to US Bank who has been notified of all disputed items. Please Do Not Delay Payment Processing.  
 
 

 Cardholder’s Signature   Date    Approver’s Signature    Date



Attachment C 

CHABOT- LAS POSITAS COMMUNITY COLLEGE DISTRICT 
Purchasing and Warehouse Services Department 

 
Purchasing Card Program 

 
Missing Receipt Statement 

 
 

Use this form when a receipt or invoice had been misplaced, destroyed, or is otherwise not 
available and include with Monthly Purchases Log Form. 
 
I, _________________________________, have either not received, or have misplaced a 
receipt. 
 
Description of Purchases: 
 
Merchant Name: _____________________________________________________________ 
 
Merchant Country and City: ___________________________________________________ 
 
Purchase Date: ____________________ Purchase Amount: __________________________ 
 
Item(s) Purchased:  
 
 
 
 
Notes: 
 
 
 
 

 
I certify that the above purchase was made on behalf of Chabot Las Positas Community 
College District and was for official college business. I have lost, misplaced, or did not 
receive the receipt documenting payment. 
 
 
________________________   ____________________ 
Cardholder’s signature     Date 
 
 
________________________   ____________________ 
Approver’s signature     Date 
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