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South Seattle Community College
in West Seattle




SSCC PROCUREMENT CARD USE AGREEMENT
1.
Purchases are limited to $2,500 per transaction including tax and freight.  Splitting orders to stay below the $2,500 
threshold is not allowed.
2. The use of the card is for college business only.  The following purchases are NOT allowed:
· Computer products (software or hardware) unless approved by campus computing services
· Small and Attractive Assets with a unit cost of at least $300, not including tax and freight
SCCD has defined the following assets as small and attractive:
· Digital cameras
· Portable video projectors
· Digital video cameras
· Portable computer equipment such as laptops and palm pilots
· Televisions
· Cash or cash-type transactions

· Cell phones and cellular phone service 
· Payments to individuals, employees or students 
· Purchases between state agencies


3.
Original sales slips/credit card receipts must be returned with the card to the card custodian.

4. Lost or stolen cards must be reported to the college Business Office immediately 206-764-5341.

5. Credit Card Purchase Authorization Form must be approved by user supervisor, or budget administrator AND Credit Card Administrator.



6.
Card users will be held personally responsible for inappropriate charges.





Failure to abide by these rules will be grounds to revoke or suspend credit card use.

I agree to abide by the rules listed herein.

____________________________________   







  ________________________________
User
Signature
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