Date:



To:  

New P-Card Requester
From:  

Mark Meeks
Director of Materials Management and Central Services 

Subject:  
P-Card Holders – Criminal Background Investigations and Credit Checks
In response to the changes to the state law, O.C.G.A. 50-5-83(b)(12), and state purchasing card policy, GCSU will be required to perform criminal background investigations and credit checks  on all new purchasing card requesters.   
For New Card Requesters
Effective July 1, 2008, criminal background investigations and credit checks are required for all new card requesters.  If an employee has a criminal background and credit check completed at time of hire by Human Resources, then further investigation may not be required.  According to the P-Card policy, the employee must complete the six-month provisional period before they are eligible to obtain a card.   
Process for Conducting Criminal Background Investigation and Credit Check
The criminal background investigation and credit check will be processed by Human Resources through an external vendor.  The information contained in the investigation report is confidential and will remain in Human Resources.  The Purchasing Department will be issued a clearance regarding employee eligibility.  No other information will be disclosed to Purchasing or to the cardholder’s department.   
If you have any questions related to P-card policies and procedures, please contact me at extension 4458 or mark.meeks@gcsu.edu .  If you have questions related to the criminal background investigation and credit check process, please contact Human Resources at extension 5596.

Check the appropriate line below and sign and date the memo. If you wish to proceed with the criminal background investigation and credit check, please fill out the attached consent form and return to me at Campus Box 31.

____
Please conduct a criminal background investigation and/or credit check per policy and state law.

____  
I do not wish to undergo a criminal a background investigation and/or credit check at this time.
_______________________________


_____________________

Employee Signature





Date
Print Name
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