
      Supervisor Responsibilities For UVM Purchasing Card 

Return to:  UVM Disbursement Center  
23 Mans , supervisor review and approval is a prudent and necessary business practice.  Supervisor responsibilities are listed 
below. 

 
A.  Review purchasing card receipts and invoices to ensure that: 

�x All transactions are appropriate University business, and fall within University and federal guidelines.  Any unusual 
purchases are supported by an explanation of the business purpose.  

�x All transactions have been verified by the principal investigator(s) whose sponsored project(s) have been charged.  
�x All transactions, especially those that are sponsored project-related, have been allocated appropriately.  
�x All original invoices or original, itemized receipts are attached. 
�x Transactions are within guideline limits - $2,500 per transaction.   
�x Transactions are in compliance with the IRS' Accountable Plan Rules.  Space for this documentation is provided on 

the PurCard Journal Report.  This is true for all travel, business meals, and hospitality transactions.   
�x Any additional documentation requirements have been completed. 
�x No Vermont Sales Tax has been charged. 

B. Verify that the transaction is charged to the correct chart string and account



      Supervisor Responsibilities For UVM Purchasing Card 

Return to:  UVM Disbursement Center  
23 Mansfield Avenue, Burlington, VT  05401 

Telephone 802-656-4192   

Supervisor Responsibilities For UVM P urchasing Card (cont’d)  

 
 
 
I am responsible for the following cardholders: 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 
 
Card Holder Name: _____________________________________________________ 

(List above will be cross-referenced with the Card Holder acceptance forms) 
 
 
 
I designate the following individual to sign off on card holder Journal/Reports on my behalf.  I also 
recognize that assigning a designate does not relieve me from my PurCard supervisor responsibilities 
listed on page 1. 
 
Designate Name: _____________________________________________________ 
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