To avoid or bypass establishptbcurement or payment procedures;
To replaceestablishedravelpoliciesandprocedures;
For personalse;

For expenditureérom Foundation Funds or Agenegcounts.



Guidelinesfor Useof the Card

All credit card purchasasust be made in compliance with University of North Alabama
procurement policies and procedures, as well as the Alabama State Bid Law. As a cardholder,
you areresponsible for althargesnadeto thecardandasoneto whompurchasingauthorityhas

been diegated to ensure that all purchase activity is conducted in compliance with the NAEB
Code of Ethics. Therefore, keep your card secure and protected at all times. Use of the card for
personal purchases is strictly prohibited.

Individual Purchasing Cards will have a pre-approved limit of $500.00 per transaction.
Transactions for more than the authorized amount will be denied at the point of sale. Charges
may not be split amongst several transactions in an attempt to circumvent these limits or the
standardJniversityProcuremenpolicy. Preauthorization may be granted by Procurement for
purchases exceeding $500 or as defined within University Travel Policy.

Examples of generallcceptable purchases with the cardiude:
Purchasetessthan $500.00 ecard

X X X X X X X

» Obtainingitemizedreceipts forll PurchasingCard purchases;
Obtaining additionasignaturegrom supervisofor all travelpurchase# includingwith
receipts for approval submission;
Submittingall chargedransactionsvith appropriate documentation for approval through
the webbasedsystem associated with the credit card in a timely manner;
Retainingall original receiptdor at leasthree(3) full fiscal years.



Tax Exemption
Remind he vendorof the taxexemptstatusw




Appendix A

UNIVERSITY OF NORTH




Appendix B

University of North Alabama Purchasing Card Agreement
Universityof North Alabaméhas agreed to provigeu with aPurchasingCard(“Card”) to makecertain purchasemn behalf
of the University. By accepting the Cagahu assume the responsibility to protect the University from unauthorized and
improperuseof the Card.In recognition of that responsibility, I, the undersigned,acknowledgereceipt of the University
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