Purchases $2,500 and Under
Up To 24 Hour Process
Procurement Card: $2,500 per transaction per vendor; $5,000 per day;

$10,000 per month for allowable purchases. Click the following link for the
“Allowable Purchase List”.

OR

For non-allowable purchases enter requisition in SU Express with back-up
documentation. Click the following link for the “Non-Allowable Purchase
ﬂ”.

Purchase order is generated and sent to Vendor.

Order fulfilled by Vendor and delivered to Department.

Goods received in Banner by Department.

Department sign, date, add purchase order number on invoice and forward
to Disbursement Services for payment.

Contact Purchasing Services at 336.750.2930
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https://www.wssu.edu/administration/finance-and-administration/financial-services/purchasing/_Files/documents/allowable-purchases-p-card.pdf
https://www.wssu.edu/administration/finance-and-administration/financial-services/purchasing/_Files/documents/non-allowable-purchases-p-card.pdf
https://www.wssu.edu/administration/finance-and-administration/financial-services/purchasing/_Files/documents/non-allowable-purchases-p-card.pdf

