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Procurement Card Violations  
  

Disciplinary action can be taken on cardholders who violate the P-card Rules and Guidelines as well as 
Procurement Services Policies. The cardholder may be asked to provide a detailed explanation and 
documentation to justify the purchase or action. The disciplinary action taken is dependent on the severity of 
the violation, the number of previous violations incurred by the offender, corrective action previously imposed, 
and any other factors deemed as relevant. Any combination of the below repercussions will occur based on the 
violation:  

 
 Upon your first violation you will receive an email warning and a member of the Procurement 

Services team will request to schedule a time for you to come in to the Procurement Services 
Office to go over training materials to refresh your knowledge of P-card guidelines. Your 
department head will be copied on the correspondence.  

  
 On the second violation, the cardholder will receive a written p-card violation warning that will 

require the cardholder’s signature and the signature of their department head.  
 

 If a third, or more serious, violation occurs your card privileges will be revoked. 
 

 Further actions may be determined by Florida Institute of Technology depending on the severity of the violations.  
 

IMPORTANT  
  

Note: Individual and department cards will be randomly audited by our p-card coordinator. Violation of these  
rules and uses may result in disciplinary action and card privilege revocation. Possible signs of violations and 
misuse will be further investigated by Florida Tech’s internal auditor.  
 
 
 
 

I HAVE READ AND UNDERSTOOD THE ABOVE INSTRUCTIONS:  
 

  

Signature of Cardholder:                                           Date:  
  

                                                                                           
  
  

Print Name:                                                                 Department:  
  

                                                                                                                                                                                                                                         




