SPOTS Card Holder
(Small Purchase Order Transaction System)

(Aka: Procurement Card or P-card)

Duties and Responsibilities:

1. NOTE: Even though a disaster has been declared, the card holder must comply with the same documentation requirements applicable to all purchase transactions (e.g. receipts, supplier invoices) while utilizing the SPOTS card.
2. If contacted by a buyer during a declared disaster and your card has sufficient funds available, call supplier and provide card information. 
3. If the card does not have sufficient funds and the card holder has the ability to increase the amount, the card holder may request that the increase be expedited.

4. Gets documentation from supplier and ensures that the buyer also has a copy of the invoice and any packing slips.

5. Gets information from buyer so card holder can track on required documentation.
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