Attention all College at Brockport Citibank VISA Purchasing Cardholders! 

Effective July 1, 2009, Hewlett Packard (HP) printers may be purchased using Citibank VISA accounts using the following procedures:

· Pricing and purchases must be obtained from NYS Contract Vendor and MBE, ATEC Group.  Contact: Nancy Poonawala, (518) 724-3133.

· Purchases for HP printer through a source other than ATEC Group, must receive written authorization through Procurement & Payment Services prior to ordering.  Consideration will only be given in circumstances where pricing and/or delivery by another source cannot be matched by ATEC Group.

· Purchases for printers other than HP must still be purchased using a requisition process through Procurement & Payment Services or receive written authorization to use a VISA account through a specified source.
· Purchases for high-end HP printers are encouraged to consider the inclusion of a maintenance contract following the warranty expiration.  This cost and addition may be obtained through ATEC Group at the time of purchase.
· The cardholder is responsible for placing a college property sticker on all printers purchased using VISA. Additional property stickers may be requested through Procurement & Payment Services, as needed.

Any questions related to this policy change, please contact Donna Napier, x5139 or Stacie Treahy, x5150.

