
MEMORANDUM 
  
TO:         Budget Center Managers and Administrative Assistants 
  
FROM:    Debra Glenn, Controller/Assist VP and Brandon Thomas, Director of Purchasing 
  
DATE:    August 16, 2019 
  
RE:         P-card Purchases of Software and Sales Tax Exemption Reminder 
  
Software Purchases 
During our review of purchasing card transactions, we have seen several software purchases. Please note that 
software is listed as an example of when the P-card may NOT be used. Software can only be purchased using a 
purchasing card after consulting with IT and obtaining written approval to make the purchase with a purchasing 
card. 

Software includes online software, license subscriptions (both online and on premise), and cloud storage. Written 
approval MUST be included for every transaction for software made with a P-card. Before purchasing software, a 
ticket must be sent to the Helpdesk that includes the software you want to purchase, the Index to be charged, and 
the name of the person who will use the software. The Helpdesk will respond with the appropriate method to 
obtain that software. Note that subscription payments for access to online content provided by a vendor may be 
purchased with a P-card without approval from OIT.  

Sales Tax Exemption 
As a reminder, cardholders should endeavor to make purchases tax exempt. SLCC’s tax exempt number is printed 
on the bottom of the P-card and a copy of the tax exempt form can be downloaded from the P-card website. In 
situations where tax has been charged, the cardholder should attempt to have the tax refunded by contacting the 
company and obtaining a refund to the card. Should a vendor refund the tax by check or cash, it should be 
deposited into the index and account where the charge is made and a copy of the deposit slip included with the 
receipt in your P-card packet. 
If you have additional questions, please feel free to reach out to Libby Giles, P-Card Specialist, x4256. 
We appreciate your efforts to support College-wide financial stability and prudence. 
  
Best, 
Debra 
  
Debra L. Glenn, CPA, MAcc 
Controller/Assistant Vice President 
801-957-4084 
debra.glenn@slcc.edu 
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