Pre-Authorization for Credit Card Use
COMPLETE AND PRINT PRE-AUTHORIZATION FORM.  

 Entity: 
STCIU


	Employee:
	     
	Date:
	     

	Shop and/or Title:
	     
	Budget Account Code:
	     

	
	Amount:
	     

	Vendor:
	     

	Purpose:
	     

	
	     

	
	     

	
	     


**If purchase is for a subscription, please ensure that it is NOT set to auto-renewal.**

**Authorization must be obtained for each credit card charge. **

ADMINISTRATION ACTION

 REQUEST DENIED
 REQUEST APPROVED







	X
	
	

	Administrator Signature
	
	Date

	X
	
	

	Business Manager Signature
	
	Date

	X
	
	

	Executive Director Signature
	
	Date



· Once form has been approved/denied, it should be returned to the requesting employee.

· Employee should obtain the credit card from the Accounts Payable Specialist with proof of approval in order to complete the transaction. 
· After the transaction is complete, employee must obtain a receipt from the vendor. 

· Return the credit card, approved form, and receipt to the Accounts Payable Specialist.
· Credit card MUST be returned to the Accounts Payable Specialist by the end of the Business Day.  NO EXCEPTIONS.
