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CITY OF Yakima 
REISSUED POLICY NUMBER: 3-400 

ADMINISTRATIVE POLICIES  

   

 

DEPARTMENT:  Finance 
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POLICY:   PROCUREMENT CARDS 
 

PURPOSE 

The City of Yakima recognizes that the use of credit cards is a customary and economical 

business practice used to improve work flow, reduce costs and increase efficiency. 

Procurement cards (hereinafter called PCards) are designed to provide an alternative, convenient 

and efficient method for procurement of goods and services for official city use.  They are not 

intended to be used to avoid or bypass purchasing policies, rather, they are to be used within the 

same statutes, rules, policies and procedures as purchases by any other means of payment.  The 

city’s PCard program is established as authorized by RCW 9A.56.280. 

 
POLICY SUMMARY 

The City Manager approves the following City of Yakima PCard Policy and hereby delegates and 

authorizes City Officials and employees authority to use PCards described in this policy. 

The Director of Finance or designee(s) shall be responsible for implementing, monitoring, and 

administering this policy and ensuring that the employees who have access to the PCard follow 

all Federal, State and local laws and City ordinances, resolutions, rules and policies relating to 

the purchasing function. 

The use of a PCard is a privilege that has been granted to officials and employees.  Certain 
responsibilities are associated with that privilege. 

 

http://app.leg.wa.gov/rcw/default.aspx?cite=9A.56.280
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This program is an enhancement to the purchasing process and a delegation of purchasing 
authority.  The PCard is designed with built-in spending controls to help prevent inappropriate 
purchases.   

Purchasing manages the PCard Program (Onboarding, off-boarding and training), Cardholders 

make purchases in accordance this policy, City Officials ensure their Department /Divisions 

adhere to this policy, Finance audits for compliance, processes payment to US Bank, and 

maintains required accounting records in conjunction with the department or division. 

 

DEFINITIONS 

“Approving Official'' means the Division Manager assigned to monitor, review and approve 

PCard transactions (by signing the Transaction Log), prior to the Transaction Log being sent 

to Finance for processing.  If the Cardholder is the Division Manager, then the Department 

Head is the Approving Official. 

''Billing Period'' means the monthly cycle during which transactions are posted. The current 

cycle ends on the 26th of the month or the following Monday, if the 26th falls on a weekend. 

“Cardholder” means an employee who is issued an Individual PCard. 

“Central Bill” means the City’s consolidated statement that lists all cardholder transactions. 

“City Official” means the City Council, City Manager, Department Head or Division Manager. 

“City Purchasing Policies” means the most current policy and procedure available on ICE. 

“Credit Limit” means the maximum amount of all transactions that can be charged to a card 

within a billing cycle. 

“Employee” means permanent regular employees of the City of Yakima and City Council.  

Any exceptions require approval by the Director of Finance. 

“Issuing Bank” means US Bank, as authorized by State of Washington Commercial Banking 

State Contract No. 00612. 

“PCard (Procurement Card)” means a VISA credit card issued by US Bank, to an individual 

employee. 

“PCard Administrator” means the Purchasing Manager, or designee, who administer(s) the 

PCard program and serves as the liaison between the City Cardholders and US Bank.  The 

PCard Administrator is responsible for On-Boarding, Off-Boarding, Training and Maintenance 

of the PCard program. 

“PCard Custodian” means a City of Yakima employee who has been designated by their 

Division Manager to be responsible for maintaining and securing their Department/Division’s 

cards.  PCard Custodians physically keep cards not currently being used in a secure location. 

http://cityice/purchasing/city-county-procurement-manual-effective-january-1-2017/
https://fortress.wa.gov/es/apps/ContractSearch/ContractSummary.aspx?c=00612
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“PCard Processing Officer” means a City employee assigned by their Division Manager, 

who coordinates statements for a workgroup, division, or department and originates a 

Transaction Log that is submitted to accounts payable pursuant to the procedures established 

by the City. 

“PCard Statement” means the individual Cardholder’s monthly statement that lists all 

transactions made during the Billing Period. 

 “Reconciliation” means the process of verifying, approving and settling transactions. 

“SAO” – means State of Washington Auditor’s Office. 

“Transaction” means a purchase or charge to an account. 

“Transaction Limit” means: 

“Single Transaction Limit” – the maximum amount of a single transaction, per card. 

“Monthly Transaction Limit” – the maximum amount of all transactions during the billing 

period, per card. 

“Transaction Log” means the log used to record receipts, approved by the Approving Official 

and sent to Finance for processing. 

 

SCOPE AND APPLICABILITY 

This policy applies to all City Officials and employees, who use or provide support for the use 

of PCards. 

Keep in mind that when involved in any aspect of purchasing, you are acting as an agent of the 

City of Yakima. Therefore, you are responsible to act in the best interest of the City.  Your actions 

must not show, or appear to show, personal favoritism to a vendor at the expense of the City. 

The PCard program is a commercial card account and has a number of unique controls that do 

not exist in a traditional credit card environment.  These controls help ensure that PCards are 

used only for specific purchases and within specific monthly and per item dollar limits. 

Each City Official is responsible for management of the PCard accounts in their 

departments/divisions and may establish additional controls and restrictions as deemed 

appropriate within their department.  In addition, audit for compliance of the charges on each 

receipt by each Cardholder is required by the City Official before the Transaction Log is 

submitted to Finance for processing. 

Each City Official will be responsible to designate a PCard Custodian within their 

department/division that will oversee, collect Transaction Logs, track purchases, monitor 
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disputes, and reconcile statements monthly for each PCard issued to and within their department. 

This individual will be the primary department contact for the program. 

 

ROLES AND RESPONSIBILITIES 

1. Cardholders: 
a. Are required to have a working knowledge of all applicable policies, rules and 

guidelines governing use of PCards, and are responsible for adherence to these 
controls and procedures.  All purchases must be made in accordance with this 
policy. 

b. Are expected to seek the best price available and request available government 
discounts at the time of purchase. 

c. Are not allowed to be their own Approving Official.  Alternate Approving Officials 
may need to be designated in some cases. 

d. When travelling for business (see Travel and Training Policy No. 1-1900), it is the 
Cardholder’s responsibility to ensure their PCard has enough capacity to handle 
the charges they will incur during travel.  If it is anticipated that for a particular 
trip/event the current credit limit is insufficient for the purpose, Cardholder should 
discuss a modification of the limit with their Approving Official.  If their charges reach 
their Credit limit and new charges are refused by the issuing bank, Cardholder’s are 
required to pay for the balance of their expenses themselves and request Travel 
Reimbursement when they return from their travel. 

e. Must maintain ALL original detailed receipts, sales slips, supplier invoices, packing 
slips and other related documentation sufficient to show details of the transaction.  
A sales draft (credit card receipt) is not sufficient.  A cash register slip or other 
document which itemizes the transactions must be submitted with the reconciled 
invoice and log, at the end of the billing cycle.  If a detailed receipt is not available, 
Cardholders must file an “Affidavit of Lost Receipt”. 

f. If using a PCard to pay for multiple meals, Cardholder must write the names of the 
other employees whose meals were also paid for with their PCard on the actual 
detailed receipt, and also list the city purpose of the working meal. Tipping cannot 
exceed 15% of total bill, per Travel and Training Policy No.1-1900.  Non-
employees are not eligible to have the city pay for their meal, unless previously 
approved by a City Official. 

g. Receives PCard statement in the mail, verifies the transactions are accurate, 
promptly fills out the Transaction Log, and attaches all receipts (with written 
approval of any exceptions or “Affidavit of Business Expense for Lost of 
Incomplete Receipt”, if needed). Forward to the PCard Processing Officer in 
their Department /Division. 

h. Transaction Logs received that do not have detailed receipts or copies of 
approvals for exceptions attached, will be returned to the PCard Processing Officer 
for correction.  If the Transaction Log ends up being received past the due date, the 
PCard will be shut off until received.  NOTE: The prior Travel and Training policy 
did not require receipts for meals less than $10. The new policy requires 
detailed receipts for ALL transactions. 

file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/1-1900-Travel-and-Reimbursement%20(1).pdf
file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/1-1900-Travel-and-Reimbursement%20(1).pdf
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i. The Cardholder will submit the statement, receipts and supporting documentation 
to the appropriate Approving Official for processing no later than five (5) business 
days prior to the payment due date on the US BANK statement. 

j. All transactions are available for review online using US Bank’s web-based 
“Access” software supplied by the banking institution.  See Attachment H for 
instructions. This is an excellent tool to use to check your balance, prior to travelling, 
to ensure your balance has enough capacity for your future travel. 

k. For Internet purchasing, the Cardholder must only enter the PCard number in a 
secure web browser that supports encrypted transactions.  Cardholders can check 
for this by looking at the bottom of the screen on the status bar for a picture of a 
padlock.  A locked padlock indicates the transaction site is secure. 

l. The City has an aggregate city-wide credit limit, which cannot be exceeded.  If 
monthly transactions exceed the established departmental limits, the PCard 
Administrator should be contacted to ensure adequate city-wide credit is available 
in order to avoid transactions being declined for other Cardholders. 

m. Are specifically prohibited from splitting transactions into multiple charges to 
circumvent transaction limits or bid limits. 

n. Shall resolve discrepancies with the supplier or issuing bank. 

o. Must safeguard cards from theft, loss and misuse. 

p. Shall maintain strict security of card number.  Do not share your PCard number with 
anyone. 

q. If PCard is lost or stolen, or if fraudulent transactions occur, notify the issuing bank 
and the PCard Administrator immediately. 

 

2. Approving Officials: 
a. Are assigned to monitor, review and approve PCard transactions and to ensure 

compliance with policies, procedures. 

b. Comply with all federal, state, and city purchasing statutes, rules, policies and 
procedures. 

c. Ensure timely reconciliation of PCard statements Transaction Logs with attached 
receipts, and supporting documentation is submitted ON TIME to fiscal staff for 
processing.  In other words, when a Department Head or Division Manager signs 
a Transaction Log, they are affirming they have looked at each individual 
purchase made on their employee’s card and agree that the purchases 
conform to all policies, rules and laws mentioned in this policy.  Division 
Managers are responsible for the first audit. 

d. Monitor PCard activity for unusual patterns of use or unacceptable transactions and 
take appropriate disciplinary measures with Cardholders who misuse the PCard. 

 

GENERAL PROVISIONS AND PROCEDURES 

1. City Use Only / Authorized Purchases 

The PCard is designed to be an enhancement to the purchasing and payment process. 
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ALL purchases made with PCards must be made in compliance with the City of Yakima 

Purchasing Procedure Manual (ADM 3-500), the Travel and Reimbursement Policy (ADM 

1-1900), the Employee Recognition, Meeting Refreshments and Breakroom Supplies 

Policy (ADM TBD), Yakima Police Department Policy 1061 for Travel Reimbursement and 

applicable state and local statutes and federal laws. 

The PCard is a commercial credit card to be used specifically for purchasing goods, travel 

and services for the City of Yakima.  The PCard is to be used for official Government use 

only.  The PCard may not be used for personal purchases.  PCard user must read and be 

familiar with the provisions of the Ethics in Public Service Law, RCW chapter 42.52, RCW 

42.52.160 (Use of Persons, Money or Property for Private Gain) and also to WAC 292-

110-010 (Use of State Resources).  PCard users that improperly use a PCard may be 

subject to prosecution and penalties to the full extent provided for by law. 

There may be different limits for using the PCard to pay for contracted items or utility bills 

vs. goods, services and travel.  A few Cardholders may have more than one card to 

segregate these type of purchases for ease in auditing.  In both cases, the City Official is 

responsible to ensure that the cards are used responsibly and within purchasing policy. 

 

The monthly transaction limit is a function of the billing cycle of the issuing bank, and is 

not necessarily the same as a calendar month.  If a PCard has reached its billing cycle 

transaction limit, new credit will become available only in the next succeeding normal 

processing cycle after the current invoice is received, reconciled, approved, audited, and 

paid. 

 

2. Who may be Issued a PCard 

City Officials may request issue of PCards to individual employees.  City Officials should 

establish a system for responsibility, control and distribution of PCards within their 

departments, according to this policy. 

 

Only permanent regular employees of the City and City Council may be issued an 

Individual PCard.   

 

3. Transaction Limits 

The City Official requesting the PCard will determine the single transaction limit and 

monthly transaction limit at the time of application.  Cardholders shall not exceed these 

limits without prior written approval from the City Official. 

 

a. Single Purchase Limit:  Is the limit established for each PCard that no single 
purchase may exceed.  This limit on purchasing authority is delegated to the 
Cardholder by the PCard Administrator.  This limit cannot be exceeded unless a 
revised delegation of authority is issued to raise the limit.  A “single purchase” may 
include multiple items purchased in a single transaction.  If the dollar amount 
exceeds the single purchase limit, a Purchase Order shall be used instead of the 
PCard. 

../../../Users/sownby/2018%20PPM,%20CM%20Trans,%20PO%20letter%20Policy%20Re-Vamp%202018/2018%20PPM%20Update/City-County%20Procurement%20Manual%204-3-2018%20FINAL.docx
../../../Users/sownby/2018%20PPM,%20CM%20Trans,%20PO%20letter%20Policy%20Re-Vamp%202018/2018%20PPM%20Update/City-County%20Procurement%20Manual%204-3-2018%20FINAL.docx
file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/1-1900-Travel-and-Reimbursement%20(1).pdf
file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/1-1900-Travel-and-Reimbursement%20(1).pdf
file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/POLICE%20-%20Travel%20Reimbursement%20&%20PerDiem.pdf
http://apps.leg.wa.gov/RCW/default.aspx?cite=42.52
http://apps.leg.wa.gov/RCW/default.aspx?cite=42.52.160
http://apps.leg.wa.gov/RCW/default.aspx?cite=42.52.160
http://apps.leg.wa.gov/WAC/default.aspx?cite=292-110-010
http://apps.leg.wa.gov/WAC/default.aspx?cite=292-110-010
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b. Spending Limit Per Cycle: The budgetary spending limit imposed by the 
Approving Official on cumulative Cardholder purchases in a given month.  The total 
cumulative dollar value of Cardholder purchases for any single month shall not 
exceed this limit.  It is the sum of unbilled prior month purchases, prior month 
disputed payments carried forward, plus current month purchases. 

c. Merchant Category Codes:  (MCC) codes established on the account, which 
define the type of merchant from which a Cardholder may or may not purchase 
certain types of goods and/or services. 

d. Authorizations/Transaction:  The number of transactions allowed on an account 
per billing cycle, as well as, the number of authorizations per day. 

 

4. How to Request a PCard 
All employees, as defined in Definitions on page 2, are eligible to be issued a City of 

Yakima US Bank VISA PCard with their Department Head’s approval. 

a. Employee identifies a reoccurring need to purchase supplies, non-personal services 
and/or travel, and completes the PCard Application Form (Attachment A) and signs the 
Acknowledgement of receipt of City of Yakima PCard and PCard Agreement 
(Attachment F). 

b. Department Head approves the application and forwards it along with the signed 
user agreement to the PCard Administrator. 

c. PCard Administrator will process application with US Bank and set up a short 
mandatory training for the employee with proper use of the card.  Training could be 
in person or other media. 

d. Once the training is completed by employee, Cardholder will receive their new 
PCard from the PCard Administrator and activate it. 

 

5. Prohibited Uses 
The PCard is to be used for business related purchases only.  The following prohibited 

uses include, but are not limited to: 

 

a. Items and services for personal use 

b. Fuel for a private vehicle 

c. Materials or services for any member of the Cardholder’s immediate family 

d. Cash advances 

e. Alcoholic beverages 

f. Purchases in excess of the limits authorized by the card, State Auditor’s Office or 
Department Head 

g. Gifts/donations 

h. Personal or professional services 

i. Manpower (labor related to public work) of any type 
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j. Fines or legal fees resulting from traffic or parking violations, or legal defense of 
any kind. 

k. Purchases restricted by this and other policy guidelines, as referenced in this policy 
document. 

l. Purchases that violate established City standards or contractual agreements, such 
as computer hardware and /or software (unless approved by IT Services). 

m. Splitting purchases to circumvent the daily or monthly purchase limits, or to avoid 
competitive bidding limits or purchasing authority limits. 

n. Purchasing between city departments, unless prior written approval is received from 
the PCard Administrator. 

o. Prepayments, unless otherwise authorized by statute or contract. 

p. Individual PCards may only be used by the person to whom the card is issued.  Do 

not share your PCard number with anyone.  It is not permitted to allow anyone other 

than the Cardholder to use a card to make purchases (online or in person).  Failure 

to comply with this restriction will result in immediate revocation of the Cardholder’s 

PCard, or other discipline, as appropriate, up to and including termination. 

 

6. Payment Process/Receipts 
a. PCard purchases have the same documentation and voucher requirement as any 

other City purchase.  The Cardholder making a purchase must retain the original 
receipt for the transaction.  Receipts must be submitted within twenty-four (24) 
hours after purchase is made or conclusion of travel to the PCard Processing 
Officer in the Cardholder’s department (one exception is Police Academy, as they 
do not return for several weeks).  The PCard Processing Officer is required to 
submit all receipts to Finance for auditing purposes and processing, pursuant to 
these procedures. 

b. Cardholders are responsible for submitting all receipts.  If a Cardholder has lost or 
misplaced a receipt, he/she is responsible for obtaining a copy of the receipt from 
the merchant.  With the exception of expenses outlined in the Travel and Training 
Policy, No. 1-1900, in lieu of an actual receipt, a signed “Affidavit of Business 
Expense for Lost or Incomplete Receipt” shall be included, stating the nature of 
the purchase, items purchased, and the reason a receipt is not available. 

c. The Cardholder will be responsible for reimbursement to the City for all transactions 
that do not have proper documentation.  If the receipt is located after the City has 
made payment, the Cardholder may submit an expense reimbursement claim. 

d. In cases where receipts are not available for services that are directly billed to the 
PCard (e.g. monthly subscription charges, courier services, and the like), other 
documentation acceptable to the Finance Department must be provided. 

e. Accounts payable staff in the Finance Department will review all instances of lost 
receipts.  Repeat occurrences may result in suspension of PCard privileges. 

f. RETURNS AND EXCHANGES:  The Cardholder is responsible for contacting the 
vendor when goods, equipment, or services purchased with the PCard are not 
acceptable (incorrect, damaged, defective, or otherwise not acceptable) and for 
arranging a return for credit or exchange.  If items are returned for credit, the 
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Cardholder is responsible for returning the items to the vendor and obtaining a 
replacement as soon as possible. 

g. Failure by an employee to submit proper documentation of the purchases in a timely 
manner that results in interest and/or finance charges is a violation of this policy.  
Interest and/or finance charges may be assessed against the employee as part of 
the disciplinary action. 

h. PCard Administrator will retrieve the Central Bill on the first business day of the 
month after billing cycle period (currently the 26th of each month), and forward to 
the Finance Department for payment within two (2) days.  

i. Each department will establish a system of receipt collection and will prepare a 
Transaction Log, with appropriate detailed receipts, exceptions, affidavits and 
proper coding attached, for the total amount of the monthly billing and submit these 
claim(s) in a batch to the designated Financial Services Tech by the 15th of the 
month following the charges.  A separate Transaction Log is to be submitted for 
each separate PCard. 

j. The Finance Department will be responsible for reconciling the complete combined 
city PCard statement (Central Bill) each month and will follow the DES Contract 
provisions regarding payments, penalties, interest, etc. The City of Yakima will not 
pay interest and/or penalties on any PCard.  The City of Yakima is responsible for 
the VISA PCard payment and liability and it will not affect any Cardholder’s personal 
credit in any way. 

k. From time-to-time, other procedures may be established by the Finance Director to 
facilitate the processes associated with this policy, which procedures are 
incorporated herein by reference. 

 

7. Loss or Theft of PCard/Security 
a. LOSS OR THEFT 
 

1) Cardholders and PCard Custodians are responsible for PCard security and are 
required to report loss or theft of the PCard immediately to US Bank Customer 
service at 1-800-344-5696 and their Department Head/PCard Administrator. 

 

Current Contacts for US Bank: 

 24-hour Customer Service (Lost or Stolen Card, Fraud, or Disputed 

Billings):  

1-800-344-5696 

 Access Online Cardholder Support:  1-877-887-9260 

 

b. SECURITY 
 

1) Your City of Yakima VISA PCard should always be treated with great care and 
should be kept in a secure location. 
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2) All PCards issued for the City will have “City of Yakima” embossed on the face, the 
City Logo, and the Cardholder’s name.  It is designed to avoid being mistaken for a 
personal credit card and it should not be lent to another person. 

3) PCards that are not used very often should keep their PCards locked up when not 
in use and should only be accessible by the PCard Custodian. 

4) Be sure not to write the PCard number(s) down in any location and do not allow any 
vendor to write down your PCard number. 

5) When a new PCard is requested, for whatever reason, US Bank will send a 
replacement PCard within ten (10) days to the PCard Administrator.  The 
Cardholder will pick up the PCard from the PCard Administrator when received. 

 

8. Inappropriate Use 
AUDIT & ENFORCEMENT 

To ensure the continued success of the City PCard Program, as well as adherence to the 

policies as outlined, all individual PCard accounts will be open to internal audit 

requirements. 

 

If Statement Reconciliations are not received by due date or without complete receipt 

detail(s), your PCard limits will be set to ZERO $ until reconciliation is received.  For 

continual offenders, your PCard may be cancelled at the discretion of the Finance Director. 

 

a. Reporting a Fraudulent Transaction 

Any unusual activity or charge from an unknown source that occurs on a PCard 

must be reported immediately by the Cardholder to the City Official, US Bank 

Customer Service at 1-800-334-5696, and the City’s PCard Administrator. 

Cardholders shall be personally responsible for any unauthorized expenditures 

they make and will be required to repay expenditures that are considered in 

violation of this policy.  Cardholders who violate this restriction will have their 

PCard privileges revoked and may be subject to disciplinary action, up to and 

including termination.  The PCard Administrator reserves the right to cancel any 

PCard at any time for violation of this policy. 

b. PCard Use Violations 

Regardless of what is determined to be a material level for reconciliation and audit 

purposes, all violations of PCard/account use (PCard/account used for fraudulent 

use, personal purpose, or other violation) shall immediately by reported to the 

responsible City Official, the Finance Director, the Cardholder’s supervisor, and 

the PCard Administrator. 

Discipline for improper use of PCards or violations of City policies or procedures 

will be the responsibility of the responsible City Official.  Disciplinary actions will be 

processed in accordance with established personnel policies and/or collective 
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bargaining agreements.  A violation may be cause for corrective action and/or 

discipline, depending on the severity of the violation, which could include 

termination of employment and/or criminal prosecution. 

Immediately following an investigation that results in a determination that charges 

were fraudulent and/or that misuse of the PCard/account has occurred, the 

offender will be required to reimburse the City for inappropriate or fraudulent 

charges, including interest, (if applicable) 

Said reimbursement may, at the sole discretion of the responsible City Official(s) 

be made by direct repayment, (b) be withheld from the employee’s next 

succeeding paycheck, or (c) be repaid pursuant to a repayment plan (e.g., 

deduction of equal amounts from employee’s paychecks).  Direct repayments shall 

be submitted to Accounts Receivable. 

By signing the PCard Agreement form, an individual Cardholder agrees to all the 

conditions in this policy. 

9. Dispute Process 
a. During investigation of the dispute, Cardholder(s) will cooperate fully with US Bank 

and the PCard Administrator. 

b. In the event the Cardholder does not recognize a charge that has been posted to 
the billing statement, or the charge is disputed with the supplier and cannot be 
resolved, the Cardholder should contact the issuing bank.  The Cardholder will be 
responsible for documenting the dispute according to the issuing bank’s instruction 
within sixty (60) days of the first statement on which it appears.  Subsequently, the 
issuing bank will note the disputed items on the following month’s statement for 
reconciliation purposes.  The disputed item will be reflected in the outstanding 
balance of the statement, but will not be part of the total amount due.  When the 
dispute is resolved, the banking institution will add an adjustment line to the 
statement. 

 

10. Renewal of an Existing PCard 
a. A renewal PCard will be sent automatically to the PCard Administrator by US Bank 

approximately 30 days prior to the expiration date of the PCard.   The Cardholder 
will pick up the PCard from the PCard Administrator when received. 

 

11. Extended Absence 
If you will be absent from the City for an extended period, please seek assistance from 

the PCard Administrator to determine the best options to cover your procurement 

responsibilities. 

 

12. PCard Cancellation/Revocation 
City Official will immediately notify the PCard Administrator when a PCard is to be 

canceled or revoked.  PCard may be canceled for any of the following reasons: 

 The card is lost or stolen; 

 The employee transfers to another department; 
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 The employee retires, resigns, or is otherwise separated from City employment; 

 The authorizing Department Head requests cancellation for any reason; 

 The Finance Director or PCard Administrator requests cancellation for any 

reason. 

The Cardholder must surrender the PCard to the City Official at the time of their 

termination or separation of service, or at any time whenever requested by a City Official, 

Finance Director, or PCard Administrator.  The employee’s City Official will report the 

termination or separation of service to the PCard Administrator, who will then deactivate 

the card online and physically destroy the card. 

It is the responsibility of the City Official to advise the PCard Administrator of the 

termination, transfer or separation from service of any Cardholder so the Cardholder’s 

PCard and/or user privileges may be cancelled. 

The Cardholder is personally liable for payment of unauthorized purchases and/or 

purchases not supported by itemized receipts.  Misuse or abuse of the City PCard may 

result in revocation of the card and may subject the cardholder to disciplinary action up to 

and including termination. 

Changes to a Cardholder’s name, address or Department/Division, should be immediately 

reported in writing to the PCard Administrator. 

 

SOURCES 

City of Yakima Ordinance No. 98-008, subsection 2.20.86A Reimbursable Expenditures—

Amounts, 3/22/1998  

City of Yakima Travel and Reimbursement Policy, ADM 1-1900 

Employee Reimbursement, Meeting Refreshments & Breakroom Supplies, ADM XX-XXX 

FORMS 

Attachment A Who to Call 

Attachment B PCard Application Form 

Attachment C Employee Travel Expense Reimbursement Request 

Attachment D Authorization for Travel 

Attachment E Affidavit of Business Expense for Lost or Incomplete Receipt 

Attachment F Acknowledgement of receipt of PCard and PCard Agreement 

Attachment G PCard Transaction Log 

Attachment H US Bank Access Online Registration Quick Reference 

 

file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/1998-008%20Reimbursable%20Expenses.pdf
file://///yakima_city/ykpu/shared/PCARD%20&%20Related%20Policies/P-Card%20Policy/1-1900-Travel-and-Reimbursement%20(1).pdf


13 
 

ATTACHMENT A 

WHO TO CALL 
If your PCard doesn’t work, or there is an emergency, call US Bank first, 24-hours a day. 

 

Current Contacts for US Bank: 

 24-hour Customer Service (Lost or Stolen Card, Fraud or Disputed Billings): 1-800-344-5696 

 Disputed Billings:  Address provided on the Statement 

 Access Online Cardholder Support:  1-877-887-9260 

 

IF YOU NEED PURCHASING DURING REGULAR BUSINESS HOURS: 

 
1st call for On-boarding, Off-boarding & Training: 
Maria Mayhue, Senior Buyer 
Email:  Maria.Mayhue@YakimaWA.gov 
Phone 509-575-6094 
 
1st Call for Maintenance, 2nd Call for On-boarding, Off-boarding & Training: 
Christina Payer, Buyer 1 
Email:  Christina.Payer@YakimaWA.gov 
Phone 509-576-6696 
 
2nd Call for Maintenance, 3rd Call for On-boarding, Off-boarding & Training: 
Linda Kuntz, Purchasing Assistant 
Email:  Linda.kuntz@YakimaWA.gov 
Phone 509-576-6863 
 
3rd Call for Maintenance, 4th Call for On-boarding, Off-boarding & Training: 
Sue Ownby, PCard Administrator and Purchasing Manager 
Email: Sue.Ownby@YakimaWA.gov 
Phone 509-576-6695 
Cell: 509-731-5508 
 
Auditing.  
Theresa Borgman, Financial Services Technician 
Email: Teresa.Borgman@YakimaWA.gov 
Phone 509-576-6641 
 

 

 

mailto:Linda.kuntz@YakimaWA.gov
mailto:Sue.Ownby@YakimaWA.gov
mailto:Teresa.Borgman@YakimaWA.gov
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ATTACHMENT B (Fillable form available on ICE) 
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ATTACHMENT C (Originals available from Finance) 
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ATTACHMENT D (Originals available from Finance) 
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ATTACHMENT E  (Originals available from Finance) 
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ATTACHMENT F (Original provided at time of card pick up) 
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ATTACHMENT G (Use electronic form on ICE) 
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ATTACHMENT G (continued) 
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ATTACHMENT H 

 


