🧾 PCard Use on Grant Funds: Quick Guide
📘 Overview
This guidance is designed to help WCU PCard holders, and their approvers use grant funds responsibly and in compliance with university and sponsor policies. Following these practices ensures smooth financial management, avoids unnecessary corrections, and supports the success of your research projects.📊 Budget Compliance
· Stay within budget: Purchases must not exceed available budget.
· Avoid overages: Overages require an administrative recode to another account, which can complicate reporting and should be avoided.
🧾 Account Coding
· Use the correct account code: Always assign purchases to the most accurate account code that reflects the nature of the expense and the awarded budget of record.
📁 Documentation
· Attach receipts: Every PCard transaction must include an itemized invoice/receipt.
· Add a business comment: Clearly explain the purpose of the purchase and how it relates to the grant.
⏳ Grant Timing Restrictions
· No purchases in the final 30 days: PCard use is not allowed during the last 30 days of a grant.
· Fund-to-Card Deactivation: Purchasing will remove the grant fund from the Pcard in the last 30 days of the grant. Cardholders will be notified by Post Award of this change as part of timely closeout reminders.
🛍️ End-of-Grant Purchases
· Last 90 days = essential only: Purchases made in the final 90 days must be critical and support active project work.
· Avoid non-essential spending: Refrain from buying items that are not directly tied to the grant’s objectives.

For questions or support using your PCard in alignment with the grant fund, please reach out to the Post Award Financial team.
Post Award Manager – Ben Peters, bpeters@wcu.edu
Post Award Grant Specialist – Cameron Lopez, clopez@wcu.edu 
