PROGUREMENT GARD (P-GARD]
QUICK REFERENGE GUIDE

The topics below provide basic guidelines and helpful information about the use of the P-card.

CARDHOLDER RESPONSIBILITIES
Those authorized to use the P-card agreed to comply with all provisions detailed in the Cardholder Agreement. Remember
to always:

e Keep your card safe and secure. Never lend or share your P-card. You are the only person entitled to use the card and
are responsible for all charges made against the card.

e Obtain receipts/back up documentation on every purchase, purchase return or exchange.

e Maintain a P-Card Transaction Log to track the usage of the card and facilitate efficient review and approval by the
approving official.

e You are responsible for timely reconciliation of individual P-card transactions via Oracle’s iExpense module and
ensuring proper expense coding and expense report submission.

e Return the P-card when reassigned, terminated, or at the department’s request.

e Manage p-card purchase disputes and reporting lost/stolen cards.

Need More Information: See “P-Card Policy” and “The Lifecycle of a P-card Transaction”

P-CARD PROGRAM ADMINISTRATOR(S) RESPONSIBILITIES

The Cook County Comptroller has staff assigned to the role of the County’s P-card Program Administrator. They should be
contacted via email at: pcardsupport@cookcountyil.gov. P-card Administrator is responsible for managing various aspects
of the County’s card program, such as:

e Primary point-of-contact for communication with PNC and cardholders.

e [ssuance of new cards, reissuing expired cards, and card deactivation.

e Setting up or changing card limits, MCC code restrictions, disabling cash withdrawals, or similar card controls.

e Maintaining cardholder personal information changes i.e., name change.

e Assist the cardholder with P-card decline research and resolution of transaction disputes and work with PNC if a
fraudulent situation should occur.

e Support ongoing P-card cardholder training.

e Reviewing monthly P-card bank statements, and confirming payment is made to the bank in accordance with program
payment terms.

Need More Information: See “P-Card Policy” for Common P-card Purchases & Restrictions.

MAKING PURCHASE

The County’s p-card is accepted anywhere Visa is accepted.

You can use your P-card to make allowable purchases in person, by phone, or through a secure website.
Confirm your understanding of policies regarding the application of the Sales Tax Exemption before making a purchase.

A single purchase may not exceed the program maximum or other limits set be the P-card Program Administrator
(including tax and freight). Retain all receipts/proof of purchases.

Need More Information: See “P-Card Policy”


mailto:pcardsupport@cookcountyil.gov
https://www.cookcountyil.gov/sites/g/files/ywwepo161/files/documents/2025-04/%202025%20P-Card%20Policy%20Final.pdf
https://www.cookcountyil.gov/sites/g/files/ywwepo161/files/documents/2025-04/%202025%20P-Card%20Policy%20Final.pdf
https://www.cookcountyil.gov/sites/g/files/ywwepo161/files/documents/2025-03/Lifecycle%20of%20a%20PCARD%20Transaction%20.pdf
https://www.cookcountyil.gov/sites/g/files/ywwepo161/files/documents/2025-04/%202025%20P-Card%20Policy%20Final.pdf
https://www.cookcountyil.gov/sites/g/files/ywwepo161/files/documents/2025-04/%202025%20P-Card%20Policy%20Final.pdf

DECLINED CARDS

The most common declines that cardholders receive typically involve account information that has been entered
incorrectly. Always confirm the account information before trying the transaction again. Too many attempts using the
incorrect information can deactivate the card.

A card may be declined if the vendor does not have the correct billing address. Always use County Comptroller’s address
as the billing address:

161 N Clark St Floor 19 Suite 1900A

Chicago IL 60601

The Comptroller’s office has P-card Program Administrators, that can assist cardholders in addressing decline situations
and rectify them with minimal disruption to the cardholder’s purchasing needs. In case of declined transactions, contact
pcardsupport@cookcountyil.gov

REFUNDS & CREDITS

Exchanges or returns of items purchased with the p-card should only occur if the product does not meet your needs or
arrives damaged. It is a violation of the County policy to ask for or accept a refund in cash. As with the original
purchases, all refund supporting documentation must be kept for audit and reconciliation purposes.

Need More Information: See “How to Exchange or Return P-card Purchases”

DISPUTES AND FRAUDULENT TRANSACTIONS

Cardholders are responsible for following up with a vendor regarding any erroneous charges, disputed items or missing
credits on their statements. If a dispute cannot be resolved with the vendor within 10 days, or if you identify a fraudulent
charge, you can:

Option 1: Report and file a dispute by calling PNC Bank Customer Service is (800) 685-4039, Notify County’s P-card
Administrator pcardsupport@cookcountyil.gov of any reported disputes.

Option 2: Contact County’s P-card Administrator pcardsupport@cookcountyil.gov at the Comptroller’s office and ask for
assistance with filing a dispute with the bank

Need More Information: See “How to File a P-card Dispute”

LOST OR STOLEN CARDS
A cardholder should routinely check that they are in possession of their card and Cardholders must promptly report
lost/stolen cards, any unauthorized use or fraudulent transactions. In these cases, it is the cardholder’s responsibility to:
¢ Immediately notify PNC Bank by calling the cardholder customer service number 800-685-4039.
e Notify the County’s P-card Administrator at pcardsupport@cookcountyil.gov.

Need More Information: See “How to Report a Lost or Stolen P-card”

FRAUD & SECURITY

PNC bank has a dedicated team that works on monitoring p-card accounts and services and works directly with VISA
through their Compromised Alert Management System (CAMS) that is used to notify card issuers of a breach and any
potentially affected cards. A PNC Account Service Representative will reach out to the County’s Program Administrators
should a breach occur. P-card Program Administrators are available to cardholders to provide support in instances of
compromised cards or any potential fraud.
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