Procard* Use a Purchase Order "PO"* Use Direct Payment**
...........\Acceptable Procard Purchases) & (Purchase Requisition required toissueaPO) _ : ____ _ (CheckRequestForm) !
:Advertisements : Anything requiring a blanket order iAttorney Fees :
:Books and Publications  iCapitalAssets i Consultant Expenses (Travel Only)
Catering  iConstruction Projects il Event Fees (Awards and Promotional)

Conference and Seminar Registration Contractual Monthly Service Repairs Honorariums (Honorarium Agreement

P OS] Required) ]
Eiﬁiigdable IS BLEN €1 RE[ReT el Electronic/Computer/Sensitive equipment :Postmaster fees for mail services

§rAny service agreement including ‘ 1
;Membership/Subscription Fees (no gconsulting or independent contracting Repairs

;automatic renewals) iservices under a year or longer

A Hgrantfunded)
: iLong-term consulting or independent :

EPrinting Econtracting services over a year (non ESchoIarships/Stipends

: igrant-funded) !

...............................................................................................................................................................................................................

:Monthly Maintenance Agreements (i.e.,
icopiers and printers)

i Any service agreement including
§consulting or independent contracting
gservices (a year or less) for non grant
oo junded sEIVICES
If your situation is not listed in this matrix contact Auxiliary Procurement at x3100.
Sponsored project funds may require PO's regardless of this matrix.
*Procard
Catering-if you do not have a Procard to pay for catering services use the direct payment method.
Use the Travel Policy and Travel Handbook for procard purchases that are travel-related.

**Purchase Orders

A capital asset is defined as a tangible piece of property with an acquisition cost greater than $5,000 and a useful life of one
year or greater. Capital assets will be capitalized and depreciated over the economic life of the asset.

Contracts designated email: ucorp_contracts@csumb.edu
Procurement designated email: corpbss@csumb.edu
A/P designated email: ucorp_accounts_payable@csumb.edu
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