
DEPARTMENT OF FINANCE

P-CARD TRANSACTIONS DOCUMENT IMAGING 
The following document provides step by step instructions for sending P-CARD Transaction related documents for imaging. These include P-Card Bills, Packing Slips, Receipts, etc.
DONE BY THE PCARD HOLDER

STEP 1: Print the Statement of Account-Landscape for the payment cycle:
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STEP 2: Prep all receipts

· Remove staples

· Paste small size receipts on A4 size (8 1/2 x 11) paper

· Place COLOR separator sheet on top of each receipt

· ARRANGE RECIEPTS IN ORDER AS LISTED ON THE STATEMENT OF ACCOUNT - LANDSCAPE
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DEPARTMENT OF FINANCE

P-CARD TRANSACTIONS DOCUMENT IMAGING 

STEP 3: Fill out and print coversheet.
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DEPARTMENT OF FINANCE

P-CARD TRANSACTIONS SCANNING COVER
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License Transfer Agreement
88- 2010

Dot

Company Name: oooo MON TGIOMERY COUNTY MD. .

Contact Name: MAYLAND LZIN contacts emal: maland. Lim @
Contact' telephone no: - O~ 777 - AB3F Moty coungyme
e e gy
ACKNOWLEDGEMENT

“The customer mentioned above hereby confirms that the printer license(s) andjor software licensed(s)
mentioned in the Current License Information section below will Bedongex be used on the originaly

actveted pringer(s) or workstationg The license(s) s (are) other transferre to a diferent
eiTworkstation or carcel

1fyou are transferting the license to a new printer/workstation, please also i out the New License.
Information section below.
Al ntaligent documents residing in the orginaly activated printer(s) will also be deleted.
Fin
/CURRENT LICENSE INFORMATION:
oiy{Exter the actation nformation rgnaly provced

Pt Bl My it sl ol
F52BF+D64 NLORI-316629 - 3654
45 8P DO A NLOAR-2[5636-2350
ELTIEAr YN NCOAP-.35637- 550

'NEW LICENSE INFORMATION:
(Enter the required nformation for your new vierkstaton/printer)

Crlieoposiss Ghgfe e s cafed iy
5ED3DFA0020000F 7 NLOAl- 315639 - IBEA
EED3DF0080000FF NLOAW -3[5638-3360

EQ3DFA00R000GET NLORP-315638- 9360

Custorner acknowledges that any other usage of the actvatlon codes originally provided for the priter
lcense(s) or software icense(s) I stricly forbdden and will constitute an nfringement of Objectf Lune's
lcensing polcy rom s part.

Athored sature rsplomd T~
Name: Mayland Lin,

Tites Core Systems Momogey, DTS
Ty, Govermmen Al #MD

o
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form signed by fax at 1 (514) 342-5294. For pinter une wil also

the Status Page for the nev. printer.

Thank youl
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DEPARTMENT: 

CARD HOLDER INFORMATION:



 LAST NAME:



FIRST NAME:

TRANSACTION POSTED BETWEEN:


FROM:



      TO:

CHECKLIST:
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FILL AND PRINT THIS COVERSHEET 
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PRINT STATEMENT OF ACCOUNTS – LANDSCAPE
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                  REMOVE STAPLES AND PREP RECEIPTS

[image: image10.png]DEPARTMENT OF FINANCE
P-CARD TRANSACTIONS SCANNING COVER

SEND TO ADDRESS FOR IMAGING:
DGS RECORDS CENTER
8540 ANNIVERSARY CIRCLE,
GAITHERSBURG, MD 20877

DEPARTMENT:

CARD HOLDER INFORMATION:
LAST NAME:
FIRST NAME:

TRANSACTION POSTED BETWEEN:
FROM:
T0:

CHECKLIST:
FILL AND PRINT THIS COVERSHEET []

PRINT STATEMENT OF ACCOUNTS ~LANDSCAPE []
REMOVE STAPLES AND PREP RECEIPTS []
PLACE SEPARATOR SHEET ON TOP OF EACH RECIEPT []

NO. OF PAGES BEING SENT FOR IMAGING:
(INCLUDING SEPARATOR SHEETS & NOT INCLUDING THIS COVERSHEET)

SUBMITIED BY:

PRINT NAME SIGN DATE





          PLACE SEPARATOR SHEET ON TOP OF EACH RECIEPT

NO. OF PAGES BEING SENT FOR IMAGING:

(INCLUDING SEPARATOR SHEETS & NOT INCLUDING THIS COVERSHEET)

SUBMITTED BY: 

APPROVER
(   )


DEPARTMENT LIAISON     (   )
PRINT NAME



SIGN




DATE
________________________________________________________________________________

RETURN TO ADDRESS
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DEPARTMENT OF FINANCE

P-CARD TRANSACTIONS DOCUMENT IMAGING 

STEP 4:  Assemble the whole package as below:

STEP 5: Send to Approver for approval
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DEPARTMENT OF FINANCE

P-CARD TRANSACTIONS DOCUMENT IMAGING 

DONE BY THE APPROVER

STEP 1: Receive package from P-Card Holder
STEP 2:  Check and approve all transactions on JP Morgan Payment Net System

STEP 3: Sign Statement of Accounts – Landscape at the back. If changing anything in the comment field, please re-prints the statement again and place it on top of the existing statement of accounts as printed by the PCARD Holder

STEP 4: Send to following address for scanning:


SEND TO ADDRESS FOR IMAGING:


DGS RECORDS CENTER


8540 ANNIVERSARY CIRCLE,


GAITHERSBURG, MD 20877


Attn: Edward Buchanan








Filled out Cover Sheet





Statement of Accounts – Landscape Printed Signed





Separator Sheet 1





Receipt 1





Separator Sheet 2





Receipt 2





Receipt 3





Separator Sheet 3





Attn: Edward Buchanan


Record Center


8540 Anniversary Circle


Gaithersburg, MD 20877











