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SOUTH DAKOTA STATE UNIVERSITY
Policy and Procedure Manual

SUBJECT: Procurement Cards
NUMBER: 5:6

1. Purpose

This policy and its procedures set forth the conditions for when procurement cards may be used
for University purchasing and the procedures for making such purchases.

2. Policy

a. The University Accounting Office is responsible for issuing procurement cards upon
request. Only the approved cardholder whose name is embossed on the card is
authorized to make purchases with the card.

b. Procurement cards may be used for the purchase of supplies, small equipment needs, and

many services in the amount of $4,000 or less. Purchases may be for state contract items
as well as non-
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call the bank through which the card is issued and request a copy of the statement
be faxed or emailed to them as soon as possible.
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