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ROCHESTER INSTITUTE OF TECHNOLOGY
STUDENT AFFAIRS DIVISION
PROCUREMENT CARD SIGN OUT FORM – DEPARTMENT CARDS

· Shopping in Stories
1. Check receipts to ensure sales tax was not paid
2. If sales tax was paid, return to store to resolve
3. Return the Procurement card and all receipts, excluding sales tax, the next business day by 11:00 AM

· Shopping on-line
1. Check receipts to ensure sales tax was not paid
2. If sales tax was paid, contact the vendor to resolve
3. Return the Procurement Card, all receipts a copy of the order (excluding sales tax), the online site and the US mailing address,  the next business day by 11:00 AM

· Complete the Gift Certificate Given Form, if appropriate.

· Notify the Card Holder if a package will be delivered as a result of this order

· You must leave your RIT ID with the Card Holder until the Procurement Card and Receipts are returned

· Notify the Card Holder immediately if the card is lost or stolen

· Keep this log on file in the department.
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