DEM P-CARD ONLINE TRAINING 
http://www.floridadisaster.org/FinanceandAdmin/travel/index.htm

Employees in need of P-Card training will need to go to the DEM Home Page, floridadisaster.org; click on the Purchasing Card Module link to access the p-card training module.  

Employees will need to answer 100% of the test questions correctly in order to pass the training and receive their certificate of completion.


The steps to receive a P-card are:

1. Complete the online P-card training at the link mentioned above.
2. Print out both certificates of completion and bring to Michelle Riley, DEM Purchasing Card Administrator (Room 110M)
	3. Complete a Cardholder Profile - Card will then be ordered
	4. Complete the P-card agreement form

All forms must come through my office.  We will provide the needed forms to DCA.

Any requests for increases, lost cards, etc. should come to either of the email addresses below.  Requests for increases must come from the employees supervisor.

If you have any questions regarding the online training or use of p-cards, contact the following people:

	Michelle Riley - Purchasing Card Administrator
	(850) 413-9944
	Michelle.riley@em.myflorida.com

	Pat Smith - Finance Manager
	(850) 413-9875
	Pat.smith@em.myflorida.com

