








 

 
When a procurement card Delegate terminates employment with the University, the department head has specific 
obligation to notify the Card Services Administrator prior to the Delegate’s termination date and submit an 
updated Delegation of Procurement Card Authority Form for the department’s procurement card. Failure to 
designate Primary and Secondary Delegates may result in the department being responsible for payment of any 
fraudulent charges and revocation of all department card privileges. Any fraudulent charges made by a Primary 
and/or Secondary Delegate or an authorized user after the Primary and/or Secondary Delegate’s or authorized 
user’s termination will be reported to the University Police Department. The terminated Primary and/or Secondary 
Delegate or authorized user will be expected to reimburse the University. 

 
• TRANSFER TO A DIFFERENT UNIVERSITY DEPARTMENT 

 
When a Delegate changes employment from one University department to another, the department has specific 
obligation to notify the Card Services Administrator prior to the effective date of change. Failure to notify the 
Card Services Administrator prior to the effective date of change may result in revocation of all department 
card privileges. 

 

 



 

charging the tax. If the department is unable to secure a credit for sales tax from the vendor the department 
must reimburse the amount of the sales tax to the University. 

• Identify the vendor.   



 

 
• Barnes & Noble Bookstore: Purchases are acceptable, unless otherwise prohibited. 

 
• Books/DVDs Educational  Film and Reference Materials 

 
• Computer Supplies:  See Policy IT-S03 link noted below: 

http://www.shsu.edu/intranet/policies/information_technology_policies/ 
 
• 



 

 
• Subscriptions/Periodicals: when the subscription/periodical is shown to be beneficial to the University.  Certain online 

subscriptions may require prior IT approval. 
 
• Tools/Hardware 

 
 
 
 
 
 
 
 
 

 
 

 
• Alcoholic beverages 

 
• Ammunition: 



 

• 



 

If disputed, Citi will place the charge in a ‘State of Dispute’ and the account may be given a provisional credit until 
receipt of adequate documentation from the vendor is provided. If the documentation appears to be in order, the 
transaction will be re-posted to the account and the dispute considered closed. 

 
If the charge is suspected to be fraudulent, the card will be immediately blocked. An investigation of the charge will 
continue and a provisional credit will be issued. A new card will then be re-issued to the department, if appropriate. 
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