Buycard Reconciliation:
The cardholder will be notified via email of an on-line statement or charges for reconciliation. All statements should be reconciled within three days of receiving this notification.  Email Example:
From: Wilson, LaChandra 
Sent: Friday, February 26, 2010 2:08 PM
To: Momon, Shannon; Hensley, Summer; Ortiz, Sandra; Davis, Paul
Subject: WEEKLY REMINDER - BuyCard Transactions Pending Reconciliation - Statement 03/05/2010
As a reminder, the following transactions on the March 2010 statement have posted to your departmental BuyCard accounts and are not reconciled against a purchase order:    
	Bill Date
	Trans Date
	Name
	Merchant
	Amount
	Account
	PO No.

	3/5/2010
	2/12/2010
	Buycard Holder 
	AMAZON MKTPLACE PM
	160.00
	************0000
	

	3/5/2010
	2/15/2010
	Buycard Holder 
	AMAZON MKTPLACE PM
	43.84
	************0000
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


· IMPORTANT: Matching the online Statement to the individual purchase order lines in PeopleSoft is necessary to disencumber the funds and subsequently close the associated purchase order.  It is the Cardholders responsibility to make sure that Encumbrance Balances on PO transactions are monitored and managed correctly. 
· Once an order has been received, complete a REQUISITION form found on the Financial Webpage: http://nba.uth.tmc.edu/resources/financial-office/index.htm[image: ]
· Email or scan the required documents to MS Procurement Group Mailbox   (MSB_Procurement@UTH.TMC.EDU) or deliver to the MS Procurement Mailbox located in the Dean’s Office MSB G.150. Daily pick up at 10:00AM & 2:00PM
· Attach a packing slip (or an email stating items have been received) and an Invoice
· Remember to submit your signed monthly statement once it is received.
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Requisition Form

Chartstring

|Amazon.com

REQTitle

New Vendor?

Contact Person

Vendor Code

Contact Phone

Vendor Phone
1-800-563-5252

Requested By

Send PDF

Sending A PDF of This Form.

+ Read Submission Instructions Below Before

PLEASE SELECT ONE

Buyard  © Requisition O

Includes Overnight/Rush Charges

[Buycard Holder

[713-500-x+<

[Buycard Holder

Vendor Address
180 Avenue C

Isanta e, California

Dellvery Room #

Est Dellvery Date

[MSB 7.046

For Purchasing Dept Use Only

Order #

Confirmation #

Requisition #

Purchase Order #

Units

Catalog #

Neurobiology Textbook
Anatomy Textbook
Shipping

Adobe Acrobat standard or Abobe Acrobat Professional users sending no other written documentation (justifications, price quotes, etc)
with this form may save it as a PDF document and email it directly to the Financial Office.
. All other users (including Adobe Acrobat Reader users) must fill out this form, prit it and deliver it by hand.

Form Submission Instructions

Comments

Deptof Neurbioioy & Anstamy - T Univrsiy o Tesss Mecicl School at Houston - 431 Fannin St - it 7046 -Houston,TX77030- 713 00612

Total
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