
Purchasing Card Program Guidelines

Division of Air Quality

Following the purchase and receipt of items, the Cardholder must submit a COPY of each online order form*, packing slip, receipt, invoice, etc. that specifies the order’s dollar amount, along with the RE Control Number (DAQ #)*, written on it within 3 (three) days after the purchase.

The following must be written on each order form, receipt, invoice, etc.:

1. Print your name as it appears on the procurement card (Pcard);

2. Signature and date; and

3. DAQ #

All receipts must be taped on to letter sized (8 ½” x 11”) paper.

Cardholder will hold ALL ORIGINAL order forms, invoices, receipts, etc. until the Monthly Bank Statement is received. Cardholder will verify all charges on the statement with the original receipts, etc. and attach a completed Purchase Log (P-Log).  Upon verification, Cardholder must sign the Bank Statement and submit it to their Supervisor for review and signature.

Upon completion of review and approval, the Cardholder will submit the ORIGINAL BANK STATEMENT AND ALL ORIGINAL INVOICES, RECEIPTS, & PACKING SLIPS, etc. to the Budget Office, Attention: Bianca Bigelow, no later than 10 days from Bank Statement date.

Failure to comply with these guidelines may result in your Pcard privileges being suspended or revoked.

Contact Bianca Bigelow, Budget Office – Accounts Payable, at (919) 715-8605 or Bianca.Bigelow@ncmail.net with any questions.

*NOTE: 

Effective February 2010, Online Orders, i.e. Dell, CDW, GetItQuick.com, & Sony – Please request for an invoice or receipt, DENR stated they will no longer accept email confirmation or print screen of your order.

RE Control Number (DAQ #) – Writing this number replaces the need to attach copies of the “Request for Approval to Purchase” form.  Please put the DAQ # on all packing slips, invoices, receipts, etc.  Do not attach the “Request for Approval to Purchase.”
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