
  PCard Process Map (P Card in BRC)
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Date stamps and 
compliance checks.  

Receives PAN

Orders item using 
Pcard and 

processes in 
BruinBuy.

Complete BRC 
Service form or 

equivalent, obtain 
appropriate 
signatures.

Documentation 
complete?
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they compliant?

Match packing slip to 
other documentation.  
File for reconciliation.

Compliance checklist

1.  Pre-approvals
2.  FAU and Dept. code
3.  Departmental 
authorization and 
signatures
4.  Item description 
including detail (catalog/
page number)
5.  Business justification
6.  Policy compliance

Vendor fulfills order.
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If PO amount exactly matches the 
amount of the transaction posted 
to cardholder’s account, US Bank 

is paid automatically.

Receive purchase 
order 

acknowledgement.

Works with 
department to 

obtain 
documentation.
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