
 

Departmental Expenditure Card Deposit Form 
 
649 West 34th Street, PSD 102 
Los Angeles, CA 90089-1623 
(For the Prepayment of Goods and Services) 

 
 
USCard accounts provide convenient, cashless purchasing on campus.  To make a deposit, 
complete this form and enclose in return envelope.  For more information on USCard, please call 
(213) 740-8709.  Mail completed forms to:  USCard Services. 
 
__________________________________________________________ 
Departmental Name 
 
 
____________________________    ____________________________ 
Authorized User                                  User’s Email Address 
 
 
____________________________ 
User’s Campus Phone Number 
 
 
____________________________    ____________________________ 
(SBO) Senior Business Officer         SBO’s Email Address 
 
 
_________________________________________________ 
Departmental Expenditure Account No. 
 
 
DEPOSIT ACCOUNT 
 
Discretionary              $ ________________ 
 
 
PAYMENT METHOD 
 
Requisition                 #  ________________ 
 
 
___________________________________    _____________ 
Account Number                                                 Date  
 
I understand and accept the Terms and Conditions of use of the Departmental Expenditure Card 
as printed on the back and contained in the USCard Agreement and Billing Rights and Terms of 
Disclosure.   
 
Departmental Expenditure Card funds are valid for use for the fiscal year in which they are 
deposited.  Unused funds (less 5% processing fee) will be refunded to the account number 
provided above for the fiscal year in which the deposit is made.  
 
___________________________________    _____________ 
Authorized Cardholder Name (Printed)                Date      



 
Government Unallowable Purchases 

 
Government unallowables are those items that, although potentially appropriate 
and reimbursable from other university sources, are not allocable to government 
activities per Federal Government regulation (see USC Expenditure Manual for 
appropriateness of reimbursement).  The items listed below must be identified 
and segregated regardless of the account bearing the expense to avoid their 
being allocated to various government indirect cost categories. 
 
ALL expenses related to: 
 

• ALUMNI EVENTS – including fundraising expenses 
 

• COMMENCEMENT – including student graduation parties 
 

• DEVELOPMENT – including promotional gifts to donors 
 

• PUBLIC RELATIONS – including banquets and advertisements 
 

• STUDENT ACTIVITIES – including contributions to student organization 
and events 

 
As well as the following specific expenditures regardless of business purpose: 
 

• ALCOHOLIC BEVERAGES 
 
• CONTRIBUTIONS 

 
• DONATIONS 
 
 
NOTE:  Please do not submit requisitions for 5X-XXXX-XXXX accounts. 
 
 

                 


