
A quarterly newsletter brought to you by P-Card Compliance  

Welcome 2024! The New Year is the perfect time to focus our eyes ahead, gather our best re-

sources, and do what we can to make 2024 a positive and productive year.  With that in mind, 

use the links below to review the P-Card Cardholder and P-Card Approver Agreements and 

the P-Card Compliance webpage.  Those resources along with the tips in this issue will pro-

vide information and resources to evaluate your procedures and processes. 
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P-Card Compliance has a process and method to evaluate how p-card transactions adhere to current 

university policies.  Below are a few of the indicators used to determine if a transaction may be selected 

for additional review.  While this is not an exhaustive list, hopefully this will provide a starting point in 

reviewing your own purchases & procedures. 

 Missing ESP Note Field:  Transactions that do not have the required description entered into the ESP Note field will 

automatically be selected for additional review. 

 Unapproved Transactions:  Transactions that have not been approved in the Truist ESP system by the approver 

within 10 calendar days after the end of the billing cycle, will automatically be selected for additional review. 

 Food and Beverage Purchases without the Assigned FPA#: Food and beverage purchase requests (FPA) should 

be submitted a minimum of 5 days prior to the purchase date.  Once submitted and processed, P-Card Compliance will 

issue a FPA# and this number needs to be included in the ESP Note field.  **Note:  A FPA is required for ALL  food/

beverage purchases on the p-card, even if purchased through Staples. 

 Evidence of Sales Tax Charged:  It may be necessary to further review the itemized receipt along with any included 

written explanations to ensure that reasonable efforts were pursued by the cardholder to recover any sales tax paid on 

purchases. 

 Travel Purchases without a Listed TA# or Chrome River Approval ID#:   The issued TA# or Chrome River # needs 

to be included in the ESP Note field.  

Important Dates for your Calendar.  
A friendly suggestion is to set a calendar reminder so they are not missed!  

• January P-Card transactions must be coded & approved by end of day Tuesday, February 6 

• February P-Card transactions must be coded & approved by end of day Friday March 8 

• March P-Card transactions must be coded & approved by end of day Saturday April 6 

https://www.mtsu.edu/boffice/pcard.php
https://w1.mtsu.edu/boffice/docs/PurchasingCardCARDHOLDERAgreement.Updated.Nov17.pdf
https://www.mtsu.edu/boffice/docs/PurchasingCardApproverAgreement.Updated.Nov17.pdf

