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Spending Limits/ Monthly Limits
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CHAPTER 3



Protection of Card

• Cardholder must always protect the security of P-Cards 
and the P-Card numbers.

• If the card is lost or stolen, immediately call Truist Bank  
at: 1 (800) 836-8562

• Cardholder must notify Finance Department by email 
ASAP.



Limitations
Personal Gains





P-Card Coordinator Main Duties

• Coding is required within 2 days of transactions posting in Truist
ESP.



https://enterprisespendplatform.suntrust.com



P-Card Steps







Here you will see the date of the transaction, where the transaction took place, the PO number used, the 

budget code you just keyed in step 1 and the amount including tax. To the far right of this screen, then you 

must check the highlighted box.



After you have checked this box click on the 

APPROVE ALL link above.

After you approve all the purchases, this screen 
will pop up. Click ok and you have completed all 
the steps. 

IMPORTANT**
Notify your principal once you have finished your 
part, so that they can approve the second part. 



Cardholder Manager Main Duties



Tips for avoiding P-Card Violations 





Budget Code Limitations:

Food Purchases:

• Departments: Food purchases are allowed but must be pre-approved by the 
Cardholder Manager.

• Schools: Food purchased from 411 must be for instructional purposes & 
approved by the Cardholder 



Prohibited Purchases:

Commodity Restrictions:





Tips for maintaining proper documentation:





• EVERY TIME a P-Card is taken from the P-Card Coordinator’s 
work area it must be signed out and signed back in on the 
appropriate P-Card Log.

• P-Card log should have name of person signing the card out, the 
date, and when they returned it.





Card Renewals: 
• Renewal Cards are sent directly to the P-Card Manager:

• An email is sent to P-Card Coordinator once cards are ready to be 
picked up.

• All cards must be picked up in person from the Finance Department.

• Contact P-Card Manager if not received 2 weeks before the expiration 
date.



Card Replacements: 
• Send email to the P-Card Manager requesting a replacement:

• An email is sent to P-Card Coordinator once cards are ready to be 
picked up.

• All cards must be picked up in person from the Finance Department.

• Replacements can take as long as 10 business days to receive.



Card Cancellation: 

• Send email to the P-Card Manager requesting the card be 
cancelled:
• An email is sent to P-Card Coordinator once cards are cancelled.

• All cancelled cards must be turned in to the Finance Department.

• All cards must have a zero balance in order to be cancelled.



You have completed the P-Card training!! 


