


























15. Purchasing Card Exceptions

Exceptions to the P-Card restrictions may be granted upon written request from the user department
and with written approval from the Division of Business & Finance.

16. Purpose for Merchant Category Codes

In most national credit card systems, suppliers are assigned a four-digit code according to their
Merchant Category Classification (MCC). These codes are used in the University’s system as a reference
and, where necessary, to block certain supplier purchases. Only MCC codes identified as allowable will
be “open”, whereby charges can be made and processed. All requests for exceptions to blocked MCCs
must be justified in writing to the Division of Business & Finance who, along with the department, will
retain a copy of the justification. The Division of Business & Finance will notify departments in writing if
approval has been granted. (See section 15, “Purchasing Card Exceptions”)

17. Third Party Providers

All third party payment providers such as PayPal require a statement of business purpose for the
transaction. Included with this information should be a description of the items purchased and the
vendor name.

18. Rebates, Rewards, Promotional Items

No rebates, rewards, or promotional items shall be accepted by the cardholder as a result of the P-Card
transaction for his/her personal use. These may be accepted by the cardholder’s department or the
University for appropriate departmental/institutional business use.

19. Sales Tax

As a rule, the University is exempt from paying Nebraska sales tax. The University of Nebraska sales tax
exemption number is printed on the front of the P-Card. In the event that the merchant mistakenly
charges sales tax that exceeds $20, the cardholder should seek reimbursement as soon as possible.

20. Preferred Vendor Contracts

The University has developed several preferred vendor contracts that provide significant savings to the
University in terms of both time and money. Departments are strongly encouraged to use these
contracts. Please see the Division of Business & Finance Internet/Intranet web site for more
information.

In addition, the University has developed several relationships with large volume vendors that provide
cost effective and efficient ordering of routinely used articles. These efficient ordering methods are
available through SAP ZORDER- Web Vendors.
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21. Contact Information

Report a Lost/Stolen Card or Disputed Item:
US Bank Customer Service (lost/stolen card, disputed items, card acceptance)
1-800-344-5696 (outside United States: 1-701-461-2042 — Collect)

Any questions regarding the Program Policies and Procedures should be directed to the following
University of Nebraska campus contacts.

Lincoln: Marc Chauche, mchauche2@unl.edu, 402-472-2214

Medical Center: Nicole McCoid, 402-559-5400

Omaha: Ken Hultman, 402-554-3514

Kearney: Kim Christensen (308-865-8525) or Jane Sheldon (308-865-8525)

Misuse or Fraudulent Use of Purchasing Card:

State Ombudsman- (800) 742-7690 or
Nebraska Auditor of Public Accounts - (800) 842-8238
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