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General Information  

Overview of Program  
The ProCard program has been implemented to provide easy and expeditious method for 
campus departments to make low dollar purchases and CSUBUY supply orders. Cards are 
issued in the name of the individual (Cardholder) whose purchases are reviewed and authorized 
by their Approving Official1. 
 
The Cardholder is the only one authorized to make a purchase with the ProCard. Approving 
Official must have the authority to spend department funds as stated in the Delegation of 
Authority for the Approval of Financial Expenditures. Each Cardholder and Approving Official 
participating in the program is required to attend a training session. Cardholders must also sign a 
Cardholder Participation Agreement prior to receiving a card. 
 
The ProCard is billed directly to the university; eligibility for a card is not based on Cardholder’s 
credit history. Monthly payments are made to the bank immediately upon receipt of the master bill 
in Payment Services. Each Cardholder and Approving Official must verify that the charges on the 
statement are valid and that the goods have been received. Such charges must be supported 
with itemized receipts for each transaction on the statement. 
 
Cards will be renewed automatically unless the individual Cardholder’s privileges have been 
terminated. 
 
The university is using an agreement made with US Bank. The card is a Visa card. 

Ethics  
Cardholders and their Approving Officials have been granted limited authorization to purchase on 
behalf of San José State University. Authority to purchase goods and services has been 
delegated from the Chancellor to the President and to the university Contracts & Procurement 
Services. The Contracts & Procurement Services has further delegated limited purchasing 
authorization to individuals in departments outside the Procurement Services through the use of 
the procurement credit card. 
 
Strategic Sourcing’s Contracts & Procurement Services and Payment Services have 
implemented internal controls as regulated by the Chancellor’s Office that mitigate procurement 
abuses, comply with Trustee policy, ensure observance of good business practices, and provide 
appropriate checks and balances. 
 
As a ProCard Cardholder, you are responsible for ensuring all your purchasing transactions are in 
compliance with State and Federal laws, including conflict of interest laws and any potential 
impact your purchase may have on personal financial interests. 
 
All ProCard Cardholders and Approving Officials are responsible for conducting business in an 
ethical manner as outlined by the SJSU Procurement Ethics Policy: 
 

                                                
1 As outlined in the Delegation of Authority for the Approval of Financial Expenditures Guidelines. 

https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/daafe.php
https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/daafe.php
https://www.sjsu.edu/fabs/services/p2p/contact-us.php
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ProCard Application 
Eligible employees can request a ProCard by submitting an approved ProCard Application 
(DocuSign) to the program coordinator in Payment Services.  This form can be submitted prior to 
completing the required Introduction to Finance class.  When the ProCard is ready for pickup, the 
Cardholder will receive an overview of the program’s policies from the ProCard Program 
Coordinator. 
 
SJSU Auxiliary employees may apply for a ProCard if they have state funded purchases, 
approved by an SJSU employed approving official. 

Training  
The Cardholder is required to complete the Introduction to Finance class (Course Number: 
FIN101). This course provides an overview of Finance policies/guidelines related to purchasing 
and financial activity at the university as well as introduce employees to Finance and the services 
they provide to the campus. The Cardholder will not be granted access to the CFS system used 
for completing the ProCard reconciliation until FIN101 is completed.  
 
The ProCard/GoCard Reconciliation Workshop is recommended to attend and it covers the 
process of completing the reconciliation of the ProCard statement in the CFS system.  
 
Additional resources are available to assist cardholders, visit Finance Training and Tutorials for 
more information about subscribing to the FinanceConnect Blog, training opportunities and 
tutorials.  

Finance Systems Access 
After completion of the required Introduction to Finance class, the Cardholder must complete the 
Finance Systems Access Request, a DocuSign Form

https://www.sjsu.edu/fabs/services/p2p/pay/procard.php
https://www.sjsu.edu/fabs/connect/training-and-tutorials.php
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Certification of Receipt of Goods form. If there are excessive instances of lost receipts, university 
ProCard privileges will be revoked. 
 
Rec
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Consequences for Failure to Comply with Program 
Policy and Procedures  
Individual Cardholder and/or department card privileges may be revoked and/or face other 
disciplinary actions for the following reasons including and not limited to: 
 

�x Missing documentation and/or invoices for all transactions, including fraud and credits. 
�x Splitting of orders to circumvent transaction limits. 
�x Failure to comply with ProCard program procedures defined in this guide. 
�x Excessive instances of lost receipts/invoices. 
�x Loaning the ProCard out for others to use. 
�x Purchasing of restricted items. 

Late Statements / Missing Documentation 
All paperwork (ProCard statement, receipts, and any required justification) must be received in 
Payment Services by the 7th of each month. Failure to comply will result in revoking of card 
privileges and/or other disciplinary measures: 
 

1st Time:  Cardholder’s account will be inactivated until the completed statement 
is received, including a memo from Approving Official. 
 

2nd Time:  Cardholder’s account will be inactivated for 30 days after the completed 
statement is received, including a memo from Approving Official. 

 
3rd Time:  
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Key Contacts  

ProCard Bank  
US Bank 
(800) 344-5696 
https://access.usbank.com  

 
�x Report lost or stolen card 
�x Report/dispute questionable or 

fraudulent charges 
�x Access account information 24/7 
�x Enroll in e-statements 
�x Opt-in for fraud alerts 

ProCard Program Coordinator  
Rachel Zubiate 
(408) 924-1685 
rachel.zubiate@sjsu.edu 

 

�x Report lost or stolen card 
�x Apply for, terminate, replace, or make 

changes to a card 
�x Clarify policy 
�x Submit receipts and accounting 

information for review 
�x Review decline reasons/codes 

Forms  
 

�x ProCard Application https://www.sjsu.edu/fabs/services/p2p/pay/procard.php  
 

�x Cardholder Participation Agreement : Presented to Cardholder after program overview 
meeting and card pick up. 
 

�x Certification of Receipt of Goods  https://www.sjsu.edu/fabs/docs/receipt_of_goods.pdf 
 

�x DocuSign https://one.sjsu.edu  
 

�x Finance Systems Access Request Form  https://one.sjsu.edu 
 

�x Hospitality Expense Justification  
https://www.sjsu.edu/fabs/docs/hospitality_expense_justification.pdf 
 

References  
�x Accessible Technology Initiative (ATI) https://www.sjsu.edu/fabs/how-we-can-

help/policies-guides/ati.php 
 

�x CSUBUY and Staples Advantage 
https://www.sjsu.edu/fabs/services/p2p/pay/csubuy.php 
 

�x Catering Policy  https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/catering-
policy.php 
 

�x CFS (Common Finance System) https://one.sjsu.edu 
 

https://access.usbank.com/
mailto:rachel.zubiate@sjsu.edu


http://www.sjsu.edu/finance/financeconnect/training/index.html
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