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Obtaining a Procurement Card 

Procurement Card Application 

Procurement cards are available to Towson University employees after completion of the procurement 
card application and procurement card training for both the cardholder and reviewer. As a Towson 
University Employee, you may apply for a procurement card using the following instructions: Procurement 
Card Application Instructions. The application is processed through DocuSign.  

Complete the application, have it signed by the reviewer, and approved by the department head.  
Cardholders in academic departments must also obtain 
approval from their deans and divisional budget officers. 
Submit completed applications to the Procurement 
Department for final approval, after which the account will 
be opened through US Bank. After completing mandatory 
training, the Procurement Department will notify the 
cardholder when his/her card arrives. The cardholder may 
pick-up the card by showing two forms of identification and 
signing for the new card. As a final step, each cardholder 
activates the card by calling US Bank at the number printed 
on the back of the card. 

Procurement Card Training

/procurement/procurementcard/documents/procardappinstructions.pdf
/procurement/procurementcard/documents/procardappinstructions.pdf
/procurement/procurementcard/training.html
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If a merchant doesn't have a chip-enabled terminal, your card has a magnetic stripe and can be used by 
swiping your card. For online shopping, your shopping experience remains the same. Cardholders will 
receive a PIN number in the mail separate from their procurement cards. Cardholders must secure and 
safeguard their PIN. 

Please note: A PIN is not required when paying with a chip-enabled US Bank credit card. However, you 
may need to sign for your purchase. 

Card Renewal 

The procurement card is active until the last day of the expiration month. The bank will automatically send 
renewal cards. If the Procurement Department does not notify you that your renewal card has arrived by 
the 15th of the month in which your card expires, please contact the PCPA. 
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Financial Responsibility 

Overview 

Stewardship of the university’s financial resources is the responsibility of all employees. Those who 
purchase or authorize on behalf of the university are responsible and accountable for their transactions. 
In the procurement card process, cardholders and reviewers must each ensure they are fulfilling their 
fiscal duties.  
 
As an authorized participant in the buying process for the university, you must understand and adhere to 
the following: 

Spending Authority 

Cardholders are authorized to commit funds totaling their 
approved monthly spending limits. However, all cardholders 
must adhere to the $5,000 single transaction limit. Splitting 
a purchase to circumvent the $5,000 single transaction limit 
is strictly prohibited and may result in loss of procurement 
card privileges. While typical splitting takes place when a 
cardholder pays an invoice totaling more than $5,000 with 
two or more procurement card payments, it can also take 
place through the stringing of transactions over time. For 
example, purchasing a $3,000 projector each month for 10 
months for 10 classrooms being upgraded. In this case, the 
Procurement Department should be contacted to 
competitively bid the $30,000 total purchase.  

Signature Authority 

The procurement card cannot be used for any transaction involving a lease, license, contract or 
agreement, without prior approval. Vendor contracts that require a university signature, no matter the 

dollar amount, must be handled by the Procurement 
Department. Representatives in university departments may 
not sign vendor contracts. Failure to adhere to this policy may 
result in personal liability for any contract or agreement 
signed by the cardholder. For example, if you wanted to rent 
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Ethical Responsibility 

As a cardholder, you are actively involved in the procurement 
process. You are in a position to provide or withhold 
substantial rewards from suppliers who serve the university. 
You must maintain a keen sense of professional ethics to 
serve the university in a responsible manner. If you are ever 
unsure about a situation, ask yourself these questions: 
 

¶ How would the headline read if the newspaper 
printed a story about your purchase? 

¶ Was the decision made in an open and competitive environment? 

¶ Is the price fair and reasonable? 

¶ Are you risking your job or reputation? 
 

Conflict of Interest 

The conflict of interest provisions of the Public Ethics Law, Maryland Code Annotated, General Provisions, 
Title 5, Subtitle 5, apply to all State Employees, regardless of grade or years. Examples of conflict of 
interest are as follows:  
 

¶ An employee or official may not intentionally use the prestige of his or her office for personal gain 
or that of another. 

 

¶ An official or employee may not participate in an official action, decision or matter in 

http://ethics.maryland.gov/public-ethics-law/
http://ethics.maryland.gov/public-ethics-law/
http://ethics.maryland.gov/
http://ethics.maryland.gov/employeeoffcials/conflict-of-interest/
http://ethics.maryland.gov/employeeoffcials/conflict-of-interest/
https://www.mdot.maryland.gov/tso/pages/Index.aspx?PageId=90
http://mbe.mdot.state.md.us/directory/
http://www.census.gov/eos/www/naics/
mailto:mbe@towson.edu
http://dgs.maryland.gov/Pages/SmallBusiness/Small-Business-FAQ.aspx


https://emma.maryland.gov/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage
mailto:mbe@towson.edu
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Account Maintenance 

Single Transaction Limit 

The maximum single transaction limit is $5,000, including all costs such as shipping and installation. 
Department heads may establish a lower limit at the time the 
application is submitted or via email to the PCPA after issuance of 
the card. Any purchase that exceeds $5,000 shall be sent to the 
Procurement Department via purchase requisition. "Splitting" or 
"stringing" purchases to circumvent this limit is prohibited. 

Monthly Transaction Limit 

Each cardholder is assigned a monthly spending limit; typically 
$5,000. Department heads and reviewers may request changes to 
the monthly spending limit, or otherwise regulate transactions, 
based upon program need. Once the application is processed, the 
department head or reviewer may request changes in spending 
limits, via email or in writing, with justification to support the 
request. The PCPA will consider such requests on a case-by-case 
basis, after reviewing spending history.  

Reviewer (Supervisor and Financial Steward/Cost Center Manager) Change 

If your reviewer (Supervisor and Financial Steward/Cost Center Manager) changes for any reason (e.g. 
retires, promotion), please contact your PCPA. The new reviewer will be required to attend Procurement 
Card training, if they have not done so already, and sign an authorized reviewer agreement form.   

Leave of Absence 

If you will be on leave from the university for an extended period of time, you or your department shall 
notify your PCPA of your anticipated dates of absence. During an extended absence, your procurement 
card will be suspended. 

Transferring Departments 

If you transfer to another department within the university or a department speed type is closed, you 
must contact the PCPA to change your department speed type.  

Leaving the University 

If you are concluding your employment with Towson University, please contact your PCPA to begin the 
card closure process. Cardholders are responsible for returning their cards to the PCPA. Unless out of 
your control, please contact your PCPA no less than two weeks prior to leaving the university.   

Inactivity 
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Guidelines for Use 

Overview 

The Comptroller of Maryland's General Accounting Division (GAD) provides central management and 
administration for the State Corporate Purchasing Card Program. State agencies must comply with 
policies, procedures, and instructions contained in the State of Maryland Corporate Purchasing Card 
Program Policy and Procedures Manual. Failure to comply will result in the suspension and/or termination 
of cards. 

While it is the intent of the program to improve the efficiency and effectiveness of the agency's small 
dollar procurements, nothing in the Corporate Purchasing Card Manual is intended to replace current 
policy and/or procedures defined in the Finance and Procurement Article or in COMAR Title 21, or 
included in Towson University’s internal policies and procedures. The guidelines in the State of Maryland 
Corporate Purchasing Card Program Policy and Procedures Manual are to act as the minimum standards 
for the operation of the Corporate Purchasing Card Program. 

As agencies may establish supplemental procedures that are more stringent than the rules established in 
the Corporate Purchasing Card Manual, Towson University has established the Towson University 
Corporate Procurement Card Policies and Procedures Manual. 

In addition, Towson University has established TU Policy 08-03.03, Restricted and/or Prohibited Purchases 
Policy, pursuant to the State of Maryland General Accounting Division Accounting Procedures Manual. 
Please remember, allowable expenditures apply to all purchases regardless of the source of funds (e.g., 
state support, self-support, grant.). By adhering to these policies, cardholders will avoid being required to 
return merchandise to the vendor or being required to personally reimburse the university. 

Restricted Purchases 

While the procurement card may allow you to purchase prohibited items, some purchases are restricted 
at the point-of-sale. Vendors who accept VISA credit cards should accept the State of Maryland Corporate 
Purchasing Card. However, certain categories of merchandise and services are restricted from being 
purchased using the State of Maryland Corporate Purchasing Card. Vendors register with VISA under a 
specific Merchant Category Code Group (MCCG). The MCCG number usually corresponds to the type of 
merchandise or service a vendor supplies. The following list of MCCG numbers are restricted from 
purchases using the State of Maryland Corporate Purchasing Card: 
 
¶ 6010 through 6051 - Service Providers; total group restriction (financial institutions, security 

brokers, timeshares, etc.) 
¶ 7221 through 7299 (except #7296 - clothing, costume and uniform rental) - Personal Service 

Providers; photographic studios, beauty and barber shops, funeral services and crematories, 
dating and escort services) 

¶ 7832 through 7997, and 7999 - Amusement and Entertainment; motion picture theatres, bowling 
alleys, video game clubs, betting, golf, etc. 

¶ Miscellaneous - Specific restrictions by individual MCCG number as follows:  
o Drinking establishments (Alcoholic beverages) - 5813 
o Eating places (Restaurants) - 5812 
o Fast food restaurants - 5814 
o Package goods stores (Beer, wine, & liquor) – 5921 

https://www.marylandtaxes.gov/forms/state-accounting/static-files/CPC_Manual_20191125.pdf
https://www.marylandtaxes.gov/forms/state-accounting/static-files/CPC_Manual_20191125.pdf
/about/administration/policies/08-03-03-restricted-prohibited-purchases-policy.html
/about/administration/policies/08-03-03-restricted-prohibited-purchases-policy.html
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Attempts to purchase from vendors registered under any of the above MCCG numbers will result in 
declined transactions. No purchases for these group

https://www.visa.com/supplierlocator/
https://www.visa.com/supplierlocator/
https://www.marylandtaxes.gov/forms/state-accounting/static-files/CPC_Manual_20191125.pdf
/procurement/procurementcard/documents/tupcardmanual.pdf
/procurement/procurementcard/documents/tupcardmanual.pdf
https://marylandtaxes.gov/divisions/gad.php
https://marylandtaxes.gov/forms/state-accounting/static-files/APM/APM20200515.pdf
/about/administration/policies/08-03-03-restricted-prohibited-purchases-policy.html
/about/administration/policies/08-07-10-procedures-reporting-suspected-known-fiscal-irregularities.html
/about/administration/policies/08-07-10-procedures-reporting-suspected-known-fiscal-irregularities.html
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¶ Acceptance of gifts or gratuities 
o Avoid reward programs (e.g. Best Buy). 
o If a free gift is unavoidable (e.g. free printer toner with purchase), the gift is property of 

the university. 
o If a gift card is issued with purchase, it is property of the university. Retain the gift card in 

your monthly records, or use during a future purchase. Future use shall be documented 
with a memo 

/about/administration/policies/08-03-03-restricted-prohibited-purchases-policy.html
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¶ Expenditures for the following, regardless of payment method: 
o Disposal of Hazardous materials (TU Hazardous Waste Management Policy & Procedure). 
o Radioactive Isotopes (TU Radiation Protection Program). 
o Explosives & Ethyl Alcohol. 

 
Remember: It is your responsibility to be aware of restricted and/or prohibited purchases, and also of 
restrictions on the account being charged. If you have questions about whether an item may be restricted 
or prohibited, please contact your PCPA. 

Sales Tax Exemption 

University purchases are exempt from 

/about/administration/policies/10-03-00-electronic-mail-policy.html
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Declined Purchases 

If a purchase is declined, please contact your PCPA for assistance. A transaction may be declined for the 
following reasons, but not limited to: 
 

¶ Purchase exceeds the $5,000 single transaction limit. 

¶ Purchase exceeds your monthly spending limit. 

¶ The MCCG is restricted. 

¶ Incorrect billing information was supplied to the merchant. 

¶ The purchase has been flagged by US Bank as a potential fraudulent purchase. 

Computer Purchases 

Computer purchases of $5,000 or less are allowable with the procurement card. Cardholders are 
encouraged to contact the Office of Technology Services (OTS) prior to making their purchases to ensure 
compatibility with the university's network and to ensure contract pricing is received. 

Catering Purchases 

On-site catering & off-campus food purchases must follow 
the TU Catering and Meal Coupon Policy 08-11-.20. In 
addition, the Event & Conference Services website provides 
guidance on catering purchases. Please ensure all food 
purchases are documented in your monthly records and 
supported by the name and purpose of the function, as well 
as a list of individuals served, indicating their affiliations with 
the University/USM/State (employee, visitor, paying guest, 
prospective student, etc.).   

Property Records 

Towson University is required by law to regulate and control all property in its possession. Property with 
an acquisition value of $500 or greater must be identified with the plain TU logo label as Towson University 

property. Departments are responsible for keeping records of 
all sensitive equipment (equipment easily converted to 
personal use and with a cost/ value of $2,500 or greater). 
Property Records centrally maintains the inventory of all 
firearms and computers regardless of cost, and of equipment 
and furniture valued at $5,000.01 or greater.  

To protect the university's resources, it is important that 
equipment purchased with the procurement card be 
included, when required, in the inventory. If you purchase or 
receive property meeting the aforementioned criteria and it 

/about/administration/policies/08-11-20-catering-meal-coupon-policy.html
http://www.towson.edu/campus/planningevents/
http://www.towson.edu/campus/planningevents/catering.html
/facilities/services/material/documents/property-records-policies-procedures-2013.pdf
/facilities/services/material/documents/property-records-policies-procedures-2013.pdf
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/about/administration/policies/08-07-10-procedures-reporting-suspected-known-fiscal-irregularities.html
/about/administration/policies/08-07-10-procedures-reporting-suspected-known-fiscal-irregularities.html


https://marylandtaxes.gov/forms/state-accounting/static-files/CPCM/CPCExbDDisputeformUSB.doc
https://marylandtaxes.gov/forms/state-accounting/static-files/CPCM/CPCExbDDisputeformUSB.doc
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Reviews & Audits 

The procurement card is subject to audit by multiple entities: Towson University, the University System 
of Maryland (USM), the General Accounting Division, and Legislative Auditors. In addition, transaction 
history can be viewed at any time by anyone; the records are public domain. 

Monthly Transaction Review 

On a monthly basis, you may be contacted by the Procurement Department to provide details on a recent 
purchase. Requests typically include an explanation of the purchase and a copy of the receipt. On average, 
the Procurement Department contacts more than 100 
cardholders each month regarding their purchases. Please 
understand that contact is not an accusation of wrong-doing, 
but merely an internal control to prevent misuse or 
fraudulent activity. You may be contacted to ensure you’re 
adhering to compliance procedures for the following, but not 
limited to: MD sales tax, split purchases, gift cards, furniture, 
personal use, travel, etc.  

Procurement Card Compliance Review Program 

The Procurement Department and Financial Services have jointly established a Compliance Review 
Program to ensure our Procurement Card Program remains in good standing. For more information, 
please review the following: 

¶ Summary of Procurement Card Compliance Review Program 
¶ Procurement Card Compliance Review Procedures 
¶ Sample Compliance Review Form 

/procurement/procurementcard/documents/compliancereviewprogram.pdf
/procurement/procurementcard/documents/compliancereviewprocedures.pdf
/procurement/procurementcard/documents/compliancereviewform.pdf
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Triennial External Audit 

The Office of Legislative Audits (OLA) conducts audits and evaluations of the Maryland State government 
agencies, including the Corporate Purchasing Card Program. The OLA audits the Towson University 
Procurement Card Program every three years for fiscal compliance. The audit will review records of both 
active and closed records. Fewer than 5% of cardholders will be affected during these audits.  
 
Please remember: records for cardholders who have retired, resigned, or otherwise have surrendered 
their procurement cards must be kept for 5 years. 
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Contact Information 

Overview 

Towson University's Procurement Card Program is offered through a State of Maryland contract with US 
Bank, using the VISA card. The program is governed by the terms and conditions of a master agreement 
between the State of Maryland and US Bank. In most situations, individual cardholders and departments 
will deal with the University's Procurement Card Program Administrator (PCPA). 

Procurement Department 

Ensuring every purchase is in compliance is a very cumbersome task and one taken very seriously at 
Towson University. In an effort to streamline this process, all Procurement Card Program correspondence 
will originate from PCPA@towson.edu. Likewise, if you have any questions about the Procurement Card 
Program, please use PCPA@towson.edu as your main point of contact. 

If you have an emergency with your procurement card, please contact the following individuals: 

¶ Procurement Card Program Administrator:  VACANT, 410-704-2171 

¶ Procurement Card Back-up: Nina L. Baxter, nbaxter@towson.edu, 410-704-3492 

mailto:PCPA@towson.edu
mailto:PCPA@towson.edu
mailto:nbaxter@towson.edu
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Appendix 

State of Maryland Tax Exempt Certificate 

 



27 
 

 
 

Sample Stratus ProCard Expense Report  
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Sample Bank Statement  

 

 


