HOW T0 EXGHANGE OR RETURN
PROCUREMENT GARD (P-CARD] PURCHASES

The P-Cardholder is personally responsible for making purchases according to Cook County’s P-Card Policy. Exchanges or
returns of items purchased with the P-card should only occur if the product does not meet your needs or arrives damaged. Follow

the process below:

PURCHASE RETURN OPTIONS
Contact the vendor by phone/email to initiate return by mail or return the item at the physical store location where the
purchase was made.

UNDERSTAND VENDOR’S REFUND POLICY

Depending on their refund policy, vendors may offer various forms of credit for your returned purchase, including
crediting the original P-card that was used (preferred), issuing a refund check, in-store credit/bill credit prepaid card or
similar.

INITIATE REFUND

Have your original receipt ready, or other proof of purchase, with transaction number, date of purchase, item
description, and cost. If the item can be returned or exchanged, follow the vendor’s instructions for doing so.

KEEP SUPPORTING DOCUMENTATION

If the return is made in person, keep all the original return receipts. If over the phone, document all conversations with
date, time, number and the person with whom you spoke. Ask for the return confirmation to be emailed or faxed to
you.

NO CASH REFUNDS

It is a violation of the County policy to ask for or accept a refund in cash.

IEXPENSE RECONCILAITION

The preferred refund option is to have the credit issued to the same P-card you used for the original purchase. This
way, it will be passed from PNC Bank to Cook County on the P-card file and credit will be loaded in Oracle iExpense
for you to reconcile.

You are required to reconcile both the original charge, and the credit received for the return, in Oracle iExpense,
following regular steps for reconciliation and submission of expense reports in the system. For the credit/return
transaction, you should use the same cost allocation associated with the original charge.

REFUND IN A CHECK FORM

If the refund is issued in the form of a refund check, make sure to:
e Provide the vendor with your correct mailing address where the check should be sent.
e Follow up with the vendor regularly to ensure timely receipt of the check.
e Once the check is received, forward it to the Comptroller’s Office. Include the memo detailing what the check is
for and what general ledger expense account number should be credited.

STORE CREDIT REFUND

If the refund is issued as store credit/bill credit or pre-paid store card, ensure you use the credit as soon as possible
for the allowed, necessary business-related purchase.

Regardless of the refund type, you are required to keep all the receipts, refund records or similar for every transaction and
have it ready for audit and reconciliation purposes.

Lastly, you must notify County’s P-Card administrator of any exchanges, returns or credits received by emailing the
transaction details to pcardsupport@cookcountyil.gov.
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