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Supplies & Travel





Supervisor Determines need for LCC Card in their department





COMMUNICATE


LCC Card Process





Supervisor completes LCC Card Request form





Notify Employee to attend Concur Training





OD sends email to LCC Card Administrator and Accounting Department Support








Budget Officer reviews request & forwards to LCC Card Admin





LCC Card Admin transfers info to card set up template





LCC Card Admin emails template to PNC





LCC Card Admin receives confirmation of Receipt of request  





LCC Card Admin/Purchasing Lead Support receives credit card 5-7 days. Purchasing Lead Support files card in box in a locked cabinet





Purchasing Lead Support fills out agreement form and attaches to card in cabinet





Purchasing Lead Support adds card info to workspace in Operations folder-> LCC Card-> LCC Card account. Includes name, last 4 numbers of CC, category, cycle limit, mail code, Supv name, and date of Concur training.





Purchasing Lead Support sends email to Employee to pick up LCC Card, LCC Card Admin is carbon copied





LCC Card Admin forwards request to Purchasing Lead Support to set up folder.





Front desk checks out card to Employee








LCC Card Admin assigns Employee’s card account in Concur after Accounting Department Support adds name to Concur





LCC Purchasing Lead Support adds Employee’s name to Card Distribution list








