Usage of Pcard on Plant Funds
Plant fund purchases are not allowed on Pcard as these are restricted funds established solely for capital projects and may only be used for pre-approved expenses. Most of these projects are managed by FM/LRFP, and before any work begins, a funding agreement must be signed by all parties involved.
 “FM/LRFP project management requires that purchases against the project plant fund(s) identified must go through FM/LRFP prior to expenditure. Any expenses placed on these funds that have not been routed through FM/LRFP will not be considered as part of the project and are the responsibility of the department(s) that requested the work.”

Exception: When PCard Use Is Unavoidable
If there is no alternative but to use a PCard for a plant fund–related purchase, follow these steps:
1. Charge the expense to your departmental operating fund.
2. Complete a PCard Exception Request Form and attach all supporting documentation, including the invoice and/or the receipt from the vendor. 
3. Submit the completed form and documentation to plantfunds@okstate.edu for review.
4. If approved, University Accounting will transfer the expense from the departmental operating fund to the appropriate plant fund.




