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an acquisition falls outside of the P.O. small-dollar 

threshold or is deemed favorable for P-Card purchase.

the acquisition is  completed and is paid according to 

the purchase card statement.
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Purchasing Card Contract

A desired product or 

service is priced 

within the p-card 

limits and is available 

from a supplier that 

accepts payment 

from the current 

purchase card 

provider. 

An order is placed 

and the card 

transaction is 

approved by the card 

service provider.
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What helps us know why, when, and how we do what we do?  Provides direction

What do we need to 

do this process?
What do we 

produce or deliver 

with this process?

Where do we do it, and who/what helps us to do the 

process?  People, equipment, facilities, systems
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Approved?

Signs statement 

and sends to AP 

Office

Act on resolving 

authorization dispute 

with supplier & end 

user

Reviews monthly 

statement for all 

sites

Validates and 

authorizes 

charge

Receives and pays American 

Express Invoice according to 

statement and accountable 

documents

Receives 

individual 

monthly 

statement 

Issues monthly 

statement for all 

MCPS sites

Receives 

statement and 

accountable 

documents

Place order using 

P-card with 

supplier

Payment is 

received by 

supplier and PO 

is fulfilled

Reviews monthly 

statement and 

attaches 

accountable 

documents

Reviews monthly 

statement for all 

sites

Inform 

Procurement of 

rejection

Yes

Click to View Purchase Card User’s Guide

http://www.montgomeryschoolsmd.org/departments/materials/miscellaneous/procurement/COO_Approved_PurchaseCardGuide042309.pdf
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