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USF Controller’s Office 
Credit Card Deposit Preparation and Documentation: 

Each department is responsible for keeping its own records of credit card business volume. 

Credit card information should be treated as confidential and must be stored in a secure, locked 

location. Under no circumstances may this information be shared with anyone.  This information 

should be kept until the information is no longer needed.  For more information, please refer to the 

University record retention policies.  The correct method of destroying this information is shredding it. 
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