
 

 

 

 

 Cardholders on Vacation, Attending Conferences or Out of the 
Country are still required to complete any open reconciliations 
and/or approvals by the due date.  There are No Exceptions. 
 

 Cardholders on an approved Medical Leave must appoint a 
Delegate or arrange with the Program Administrator to complete 
the required reconciliations and/or approvals. 
 

 Unreconciled PCard transactions open on the 8
th

 calendar day 
after the billing cycle close date will have a temporary 
suspension placed on their PCard and removed only when the 
Cardholder submits a scanned receipt with budget codes and 
business description to the Program Administrator.   


