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REMINDERS

• All PCard transactions require a 

receipt

▪ Including travel charges under 

$25, e.g., ground transportation

• Card sharing is misuse:

• A PCard should not be added to 

someone else's UF GO profile

• PCard holders should not give 

their card number to another 

employee to book travel
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When are Temporary 
Limit Increases 

and Exceptions needed?



PCARD LIMITS

• Single purchase limit 

• Cycle limit (Wednesday to Tuesday)

➢No daily or monthly spend limits

UF GO PCard Exceptions/Temporary Limit Increases



SCENARIOS REQUIRING INCREASES/EXCEPTIONS

• Temporary Limit Increases

• Exceeds single transaction limit

• Exceeds cycle limit

• Exceptions

• Blocked Merchant Category Code (MCC)

• E.g., clothing stores, restaurants, etc.

• Conditional/Unallowable purchases

• E.g., alcohol
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AIRFARE
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The Air Card is 

available for use 

by all UF GO 

profiled Users



AIRFARE

• Benefits to using the UF GO Air Card:

• A “ghost” payment card that is available on all UF GO 

profiled user’s accounts

• Reduces financial burden for traveler

• If a flight isn't available in UF GO, call World Travel Service 

to book the flight

• Airfare can be booked with a PCard, but the Air Card is 

recommended
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What to Know 
Before Submitting



PROHIBITED/ NEEDS APPROVAL

• On-Campus Catering

• Countries of Concern

• Travel directives must be followed 

• A PCard approval does not supersede Travel Directives 

• Procurement Directives must be followed

• Expenses that are $5k or more require a PO, unless there is a 

justification for making the purchase with a PCard 

• Contracts & Agreements that require signature must be signed by a 

member of the Procurement team before PCard can approve an 

increase   Using the Agreement Intake Form in myUF Marketplace
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https://training.hr.ufl.edu/instructionguides/myufmarket/using_agreement_intake_form_in_myUF_marketplace.pdf


PROHIBITED/ NEEDS APPROVAL

• Building & construction related

Request a Project » Planning, Design and 

Construction

• EH&S approval

Equipment Purchase

• IT approval

UF IRM System
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https://facilities.ufl.edu/projects/request-a-project/
https://facilities.ufl.edu/projects/request-a-project/
https://uflorida.sharepoint.com/sites/ehs-researchservices/LabSafety/SitePages/EquipmentPurchase.aspx
https://riskmanagement.ufl.edu/apps/ArcherApp/Home.aspx


EH&S COMMON PURCHASES

UF GO PCard Exceptions/Temporary Limit Increases



Workflow



SUBMISSION WORKFLOW
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• Verify if item is allowable per UF guidelines:
Allowable, Conditional, and Non-Allowable Purchases | UF Procurement

• Obtain approval from financial approver

• Check if purchase can be made in the Marketplace

• Verify if Risk Assessment is needed

• Submit request through PCard & Travel Contact Form

• PCard team will:

• Review

• Follow-up (if necessary) 

• Email confirmation that charge can be made (if approved)

Helpful Tips

• Explain in laymen’s terms (the easier to understand, the better)

• Avoid acronyms (write out terms/organizations)

• Lodging: verify if charge will occur upon Check-in or Check-out

https://procurement.ufl.edu/uf-departments/procurement-cards-pcards/procedures/allowable/


EMAIL NOTIFICATIONS

• PCard team will request additional information if needed

• PCard team will notify cardholder when the card is ready for use

• PCard team’s email approval should be attached to the Expense 

Report as justification

• Charges should be approved within 15 days of posting in UF GO

▪ Travel Reports should be reconciled within 15 days 

 of the Travel End Date
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Demo



PCard and Travel Support Contact Form

• Name and email will auto fill
• Can submit for someone else

PCard and Travel Support Contact Form

https://uf.tfaforms.net/729
https://uf.tfaforms.net/729


FILL IN APPLICABLE INFORMATION
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WHY USE THE CONTACT FORM
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• More efficient processing time

• Required fields cannot be 

omitted

• Less follow up necessary



TURNAROUND TIME
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• Submit requests 24 to 48 hours prior to desired transaction date

• Allows time for all necessary information to be reviewed

• Limits the amount of time the card is at a higher risk level

• If urgent: submit contact form, then call the PCard team

• Requests cannot be processed more than 1 week in advance

• PCard team will send an email when the expense is approved, and 

the purchase can be made



PERMANENT INCREASES/EXCEPTIONS
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• If more than 4 increases are needed in a 6-month period, a 

permanent limit increase can be requested via the electronic 

PCard application

• Very selective

• Can be reviewed again after 6 months to 1 year if higher limit 

needed or not being utilized

• Must be accompanied by justification 

• Preferred in letter form with signature from Dean, Director or 

Dept Head

• Some categories can be included on initial PCard application 



Bonus:

How to book travel for 
someone else

*to ensure compliance with PCard policy



BOOKING FOR SOMEONE ELSE

Options for booking for someone besides yourself:

 Including Guest travelers and other UF employees

1. Call World Travel Service, work with the agent to make 

reservations for the guest or employee.

2. Log into UF GO, using your account, click on Book for a 

Guest (a Guest in this context means someone besides 

yourself)

3. Log into UF GO, act as a Delegate for a UF GO employee 

(someone who has an active UF GO profile)
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*Reminder: never add your PCard to someone else’s profile or give someone else your card number!



BOOKING FOR SOMEONE ELSE

Calling or emailing World Travel Service is always an option for booking travel. 

Agents will work with you to make reservations for the guest or employee.

For reservations or ticket changes, please call (865) 288-1901 or 
email ufl.travel@worldtrav.com during our normal business hours: 
(Monday – Friday, 8:00am to 6:00pm ET)

After hours emergency assistance is available 24 Hours a day for your 
convenience at the numbers below. Refer to code: S-5CWK when calling 
(865) 288-1901 (collect calls accepted).

Booking Airfare for a group of 10+ travelers? WTS can 
help!  Contact groupair@worldtrav.com or by phone: 865-777-1465 
for assistance.
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mailto:ufl.travel@worldtrav.com
mailto:groupair@worldtrav.com


BOOKING FOR SOMEONE ELSE

Log into UF GO, using your account, click on Book for a Guest 

A guest in this situation is any person other than yourself.  This can 

include a UF GO Guest or an employee in your department who 

doesn’t have a PCard of their own.

The Air Card is recommended for airfare, but the PCard holder can 

Book for Guest and use their PCard, without violating any PCard 

policies.

*Note: When booking lodging, make sure to call the hotel and provide 

authorization to charge your PCard, so the Guest or employee doesn't 

have to pay for the reservation with their own card.
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BOOKING FOR SOMEONE ELSE

Log into UF GO, act as a Delegate for another UF GO User.

As a delegate, you can book for the traveler and use the 

payment methods the UF GO user has added to their profile.

Delegates are not able to view or edit 

the user’s credit card information, but 

they are able to select any of the 

payment methods the user has saved

to their profile (PCard, personal credit

cards, or the Air Card) and add it to 

the reservation. 
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Contact Form: PCard and Travel Support

We are happy to help!

CONTACT US!

UF PCard Team:  352-392-1331

UF Travel Department: 352-294-1114

https://uf.tfaforms.net/729


Questions?
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