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o The FIT tax exempt card is to be used for University purchases only. No personal purchases can be
made using FIT’s tax exemption. The IRS considers misuse of tax exempt status to be a tax fraud
offense.

e Purchases may be made by phone, internet or in store.
o When ordering online, instruct the supplier to put your name and department name on the outside of

the package.

o Ifanitem is delivered damaged, broken, incorrect or does not arrive, contact the vendor
immediately to resolve the issue. If you have any difficulties, call Procurement Services for
assistance.

e Purchases for airline tickets, hotel reservations and car rentals (which are for company business) are to be
with-in your monthly limit. Note: The limits on your P-card for airfare, hotel and car rental may be raised







SURFXUHPHQW &DUG 9LRODWLRQV

'LVFLSOLQDU\ DRWQ R FODQ 6 K R'OOE HY ¥ KR YA ROV \W B GVKH. GHOL Q'
3URFXUHPHQW 6HUXHFHNUIRKRFGHV PRY LEFFHH DDV BH® DMFOBG H[SODQ
GRFXPHQWDWLRQ VDR HV R WA W WRKGU \T B BIRE [RVGF MSIG\HQDVL R QG WXKH V H
WKH YLRODWLRQH WK Q XYRRHW W L B QM | HQ I HEREN BVBW Y Y R XIVOW |
DQG DQ\ RWKHU | DUFFAORHND GWH B G ARPEHQPIVURS HUFXKVLRQV ZLO
YLRODWLRQ

X 8SRQ \RXU ILUVW YLRODWLRQ \RX ZDORHBHHRH LRIHWXH FRIORLF
6HUYLFHV WHDP ZLOO UHTXHVW WR WH MEKXO3HU B AXIURHHP HRU
2IILFH WR JR RY HUDW V DUKR LEDMUR I® QVRIAS HFDIWHG JXLGHOLQHV
GHSDUWPHQW KHDG ZLOO EH FRSLHG RQ WKH FRUUHVSRQ

X 2Q WKH VHFRQG YARPOGHR L WE HSHPRIU % HY D REDUOONY MRHQAD 4
UHTXLUH WKH FDUGKR® G/HUWHY V L\ QBB MM PRHIQWVK IKIH D G5

X , D WKLUG RU RPRDA VRQ LRPAX UNWLMHVXILEDDUEBHSWHYROHG

)XUWKHU DFWLRQV PD\ EH GHWH U RIRIO-RG \EG HIG R Q IGE [ RRDAKLFK/ M MRHDYE
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IRWKGLYLGXDO DQG GHSDUWPHQW FDUS \F[Z2UG CF E RIVEED QB RVRRQ) DX

UXOHV DQG XVHWPDS QWHRIOWVD & FIH GHSWHYRFDWLRQ 3RVVLEOH V
PLVXVH ZLOO EH IXGVEKHORULYGDVY WBPLDB®RNW RQWHUQDO
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