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Procurement Card Frequently Asked Questions 

 
Q.  Why do you ask for the email address on the card application? 

 

A.  Provide your RIT (the name on the card) email address so that can be added to the Procurement Card 

Distribution list. We communicate changes in Procurement Card policy as well as changes/updates to the 

PaymentNet web based reporting system. So even if you don’t want access to PaymentNet, we still 

require an email address. 

 

Q.  What is the RIT DCE account number? 

 

A.  Section B: Paymentnet Internet Reporting System 

1. Will you require access to the Paymentnet internet based reporting system to view transactions 

and make account number changes? 

This is where you can tell us if YOU as the cardholder want access. If YES, the DCE account number is 

usually your email address without the ‘rit.edu’ extension. If NO, provide the name and email of the 

person who will have access for your card. 

 

Q.  What do you mean by ‘Per Transaction Limit’ and where can I find this information? 

 

A.  This is the largest single dollar amount that a merchant can put through at one time. This cannot 

exceed $1,499.00 as this is the threshold for tracking capital equipment. When filling out the application, 

check with your supervisor to see what your per transaction limit should be.  

 

Q.  How can I get a higher single transaction limit? 

 

A. For a temporary, one-time increase, email the Procurement Card Administrator at vdrcto@rit.edu, 

purchasing at rlkpur@rit.edu and copy in your supervisor of budget authority. For a permanent increase, 

fill out a Procurement Card change form on the Controller’s web page. 

 

Q.  How can I get a higher monthly credit limit? 

 

A.  For a temporary increase, email the Procurement Card Administrator at vdrcto@rit.edu, purchasing at 

rlkpur@rit.edu and copy in your supervisor of budget authority. For a permanent increase, fill out a 

Procurement Card change form on the Controller’s web page. If you request a monthly credit limit over 

$5000, you must attach a memo justifying the higher limit, signed by your budget authority. 

 

Q.  What do I do with my Procurement Card when I change departments? 

 

A.  The account needs to be closed. Cut the card in half and send to the accounting department with a note 

indicating why you are returning the card. If you need a procurement card in your new department, fill out 

a new application, obtain the appropriate signatures and forward to accounting. 

 

Q.  What do you mean by ‘Business Purpose’? 
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A.  Provide business related information on the transaction: who (i.e., who from RIT attended the event), 

what (i.e., what was the nature of the event; what was discussed and why (i.e., why/how was the event 

related to RIT’s business purpose). 

 

Q.  What if someone else in my department wants to use my card? 

 

A.  Do not give your card to anyone else to use, unless it is a departmental card. 

 

Q.  What is a ‘departmental card’? 

 

A.  You may request that a card be issued in the name of the department. This allows others authorized by 

you to use the card for purchases. 

 

Q.  Can I use my Procurement card to make airline reservations or to pay for a hotel? 

 

A.  Use of the Procurement card for travel is not allowed, including airfare, car rental, hotel and travel 

hospitality.  Use your JP Morgan Chase Travel Card for RIT business travel; contact the Procurement 

Card Administrator at ext. 5-4491 to obtain an application. 


