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Procard

Transaction Authorization Form

THE UNIVERSITY OF TEXAS SYSTEM
	Procard use is designated for small purchases of $999 or less that are specifically related to the cardholder’s area of expertise and/or their job related duties.  

Prohibited Purchases:

The Procard may NOT be used to purchase

Alcoholic beverages

Hazardous chemicals

Animals

Leases of fixed property

Cash advances

Liquid nitrogen

Consulting services

Personal items

Controlled substances

Radioactive materials

Entertainment

Stamps (controlled item similar to cash)

Equipment when  the transaction includes a 

trade-in of System property

Travel

Restricted Purchases:

The Procard may not typically be used to purchase the following items.  However, items used for primary job responsibilities may be purchased with prior written approval for the cardholder from Accounting and Purchasing Services (APS).

Ammunition

Gasoline/fuel

Cylinder gases

Plants

Flowers

Weapons

Food

A business expense form must be submitted with this form to request reimbursement for flower and food purchases.

For complete Procard policies and procedures please visit the following website:

Accounting and Purchasing Services - Purchasing - Procard


Office Supplies:

System participates in an office supply contract with Office Depot.  If a vendor other than Office Depot is used for such purchases, this form must stipulate the reason why the items were not purchased from Office Depot.   Reason:  

Procard Documentation Must Establish:

1. that the purchaser reached agreement with the vendor as to the item/service to be provided and the price that will be charged

2. that the item/service is actually received

3. that the price agreed upon is the amount actually billed and paid

University of Texas System is exempt from the State of Texas sales tax.   Notify vendor of this exemption and upon request, provide a tax exemption certification form.

 
( yes ( No Have you confirmed by checking with the State Comptroller’s that the contractor does not owe any debt or delinquent taxes to the State of Texas Taxpayer and Vendor Account Information (http://ecpa.cpa.state.tx.us/vendor/tpsearch1.html)?  
PURCHASE INFORMATION:

Name of Vendor:

Vendor ID No.( if HUB vendor): 

Description you would like to see on your accounting records (limited to 40 characters):

Object Code (completed by APS if none specified):

IN-STORE PURCHASES:

Send this form to APS within three (3) business days of purchase
Date of Purchase:

Amount of purchase (limit is $999):

TELEPHONE, MAIL OR ELECTRONIC PURCHASES: 

Date of Order:

Amount Quoted by Vendor (limit is $999):

Date Item/Service was Received:

Amount Billed by Vendor (if different from quote provide confirmation that adjustment was approved with vendor) (limit is $999):

DEPARTMENT NAME:

ACCOUNT NUMBER TO BE CHARGED:
CARD HOLDER NAME (Printed):

CARDHOLDER’S SIGNATURE:
APPROVAL/VERIFICATION SIGNATURE (Signature or Delegated Signature Authority on the Account):




