
AAM Purchasing Card Procedures

· Please blitz or hand-deliver the request for purchasing card to the AAM Treasurer at least 24 hours in advance of time needed. The Treasurer needs to then send an electronic or hand deliver the request to DeeDee.   The Treasurer will then contact Diana(DeeDee) Samuels to prepare the necessary paperwork for the person picking it up.

· You should also set up time to pick up the card at that time. DeeDee’s office hours are from 7:30 – 4 pm Monday – Friday.
· Always request a receipt with all purchases. You should then fill out the log you have been given in the envelope for the purchases before you return this to DeeDee.  The receipts, log and card should be returned within a 24-48 hour timeframe unless otherwise noted you will need it longer. If you pick it up on a Friday it would not be expected back until Monday and holidays would follow a similar process.
· All cards need to be returned within 24 hours except if taken out on a Friday/holiday. Cards taken out on Friday/holiday returned on next business day.  They will be reported lost if not returned in this manner.  Privileges will be revoked if the card has been returned late after the second time.
