Instructions for use of the Purchase Card Order Log (PCOL)

Cardholders will maintain Purchase Card Order Logs on a monthly basis, beginning the 6th of every month and ending on the 5th of the following month.  All applicable PCOLs shall be attached to the cardholder’s Statement of Account (SOA) with proof of purchase and other supporting documentation.  For example:  An order is placed for repair services on October 12th and the transaction is not posted to the cardholder’s account until November 15th.  The cardholder orders other supplies and services during the month of November, after the 5th of the month.  Two separate PCOLs should be attached to the SOA ending December 5th – the one for the billing cycle ending November 5th (because it will be annotated with the order for repair services that was posted during the December billing cycle), and the one with the billing cycle ending December 5th (because it will be annotated with purchases ordered and posted during the December billing cycle).  


Cardholders must annotate the PCOL when the obligation is made.  An obligation is made when a cardholder notifies a merchant and submits an order for a particular supply or service.  For example, when a cardholder orders a five gallon can of paint from Sherwin Williams, the cardholder must annotate the PCOL with the customer’s name, description of supplies, order date, required sources, quantity, unit price, total dollar amount, and the vendor and POC (blocks 3 through 10).  When the total dollar amount is inserted in block 9, the available balance will automatically be calculated in block 15.  Blocks 1 and 2 should be completed at the beginning of the billing cycle, along with the dollars available under block 2, prior to the time the cardholder uses the card.  The dollars available should be equal to or less than the cardholders 30-day limit established for the cardholder’s account.  Upon receipt of the supplies/services, the cardholder will annotate the date received in block 13.  Additional information should be added to blocks 11, 12, and 14, when applicable.


Annotating the PCOL at the time an order is placed ensures that funds can be verified.  Verification of funds must be made prior to placing an order as required by DLAI 4105.3, paragraph E 2 a (2)(a).  When the available balance is calculated in block 15 after each purchase, the cardholder will know the amount of funds available for future purchases. 


In addition to purchases, vendor credits and bank rebates should be annotated on the PCOL as soon as the cardholder becomes aware of them.  All purchases should be annotated on the PCOL in the order they are placed with the exception of credits and rebates.  These entries can be made after receipt of the SOA.  


Cardholders should sign and date their PCOLs as soon as possible after the 5th of each month.  

In conclusion:  The monthly PCOL should specify what was ordered during the billing cycle, not what was charged to the SOA.

