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Part A – Cardholder Responsibilities 

1. Manage Procard Receipts

Each District Procurement Cardholder (or their assigned contact person) is 
responsible for managing their authorized monthly procard purchase 
receipts as follows:  

 Obtain receipts/invoices (itemized whenever possible) for all authorized 
procard purchases.

 Note the purpose of the charge on each receipt.  Additional information 
is required for the following purchases:

o Restaurant receipts should indicate the reason for the get-together, 
the names of the guests, and agenda/calendar invite/flyer of event.

o Conference expense receipts should include the event’s title, 
location, and date(s) of attendance.

 If the procard charge is Grant related and your Campus Business Office 
requires it, you must include a signed Pre-Authorization Form with your 
receipts.

 If you have an approved procard exemption, you must include a signed 
Exception Request Form with your receipts.

2. Reconcile Monthly Statement

 Reconcile procard receipts/invoices monthly with your bank statement
and C-document.

 Write the C-document number on the bank statement (e.g. C1300100).

 Assemble your receipts/invoices according to the order listed on the
bank statement.
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 Assign a number next to each item on the statement and write that 
number in the upper right corner of the corresponding receipt/invoice 
along with the description of purchase.

 Block out your procurement card account number on your statement
(it appears in two locations).

3. Scan Procard Documents

 The procard document packet for the month should be assembled 
using the Bank Statement as the cover page, followed by the  
C-Doc JV, and the receipts/invoices as supporting documents        
(see the sample provided).

 Scan the packet as a PDF file, name the file using the C-number and 
statement month/year (e.g. C1300850 – November 2013), and Save it 
in your AppServ1 CIAG folder.
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Part B – Manager/Approver Responsibilities 

1. Review the procard packet for all procard users under your
supervision.

2. Approve the procard documents with either a wet signature (before
the packet is scanned) or via the digital process to “Sign & Certify”
the procard statement (cover sheet of the PDF packet).

Part C – College Business Officer/Other Authorized 
Personnel

1
 Responsibilities 

1. Open PDF procard receipt packets under your review and upload and
index each approved PDF document into WebXtender.

NOTE:  Reference “Procard Indexing to WebXtender” for step-
by-step instructions on uploading, indexing or 
retrieving documents in WebXtender. 

1 Designated SMCCCD personnel with authorization to process procard documents in WebXtender. 
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Procard Backup Timetable: 



SAMPLE: C-Document Packet 

U.S BANCORP SERVICE CENTER SAN MATEO CCD 
P. O. Box 6343 

Fargo, ND 58125-6343 

ACCOUNT NUMBER 
 STATEMENT DATE 11-26-12 
 TOTAL ACTIVITY  $872.69 

"MEMO STATEMENT ONLY" 
  DO NOT REMIT PAYMENT 

Nancy Smith  
SMCCCD 

3401 CSM DR 

SAN MATEO CA 94402-3651  

POST  TRAN 
DATE  DATE  TRANSACTION DESCRIPTION  REFERENCE NUMBER  MCC  AMOUNT 

10-29 10-25 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  67.87 # 1

10-29 10-25 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  74.93 # 2

10-30 10-29 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  110.45 # 3

11-07 11-06 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  112.40 # 4

11-09 11-08 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  198.96 # 5

11-12 11-09 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  55.74 # 6

11-14 11-13 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  55.65 # 7

11-19 11-17 AMAZON.COM AMZN 24445xxxxxxxxxxxxxxx 5965  27.45 # 8

11-21 11-20 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965   112.40 # 9

11-21 11-20 Office Depot 1135 24445xxxxxxxxxxxxxxx 5965  56.84 #10

Page 1 of 1 

witte
Typewritten Text

witte
Typewritten Text

witte
Typewritten Text
Approver's Signature
(Digital or Manual)





1 

witte
Typewritten Text
(US Bank Site)





Copy Paper for D.O. Central Duplicating 

2 



3 

Reclass to:  10004-4441-4510-601001 
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Order Placed: November 16, 2012  

Amazon.com order number: 106-9762124-5648254  

Order Total: $27.45  

 

Shipped on November 17, 2012  
 

Items Ordered  Price  

 

1 of: Logitech USB Desktop Microphone (Black/Silver) 
Condition: New 
Sold by: Amazon.com LLC 

$25.30 

 

 

Shipping Address:  

Nancy Smith  

3401 CSM Drive 

San Mateo, Ca 94402  

United States  

 

Shipping Speed:  

FREE Super Saver Shipping  

Item(s) Subtotal:  $25.30 

Shipping & Handling: $8.58 

Super Saver Discount: -$8.58 

 ----- 

Total before tax: $25.30 

Sales Tax: $2.15 

 ----- 

Total for This Shipment: $27.45 

 ----- 
 

 

 

 

Payment information 
 

Payment Method:  

Visa | Last digits: xxxx  

 

Billing address  

Nancy Smith  

SAN MATEO COUNTY COMMUNITY COLLEGE 

DISTRICT  

3401 CSM DR  

SAN MATEO, CA 94402-3651  

United States  

Item(s) Subtotal:  $25.30 

Shipping & Handling: $8.58 

Super Saver Discount: -$8.58 

 ----- 

Total before tax: $25.30 

Estimated tax to be collected: $2.15 

 ----- 

Grand Total: $27.45 
 

 

  

 

 

NOTE:  Microphone for recording audio on Banner training videos..  

 
Approved 11-21-12 
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