TO REPORT PCARD PURCHASES

(One transaction per form)

All charges must be reported within 48 hours.

(
Attach receipt, packing slip, etc. to BACK of this form.

	Cardholder’s name
	E-mail/phone
	Date Submitted

	
	
	


	Organization to be charged: * 


	Supplier
	Date of Purchase
	$$ Amount

	
	
	


	Description and Business Purpose **
	SAC Budget Category ***

	
	


*Org:  SAC—name of group, SPEC—committee and CRef, Grads—name of group or division of GAPSA (Social, Equity and Access, etc.).  Grad groups: attach letter of approval.

** What you bought and why ( what program was it for, etc)
***SAC Budget Categories are specific to your group’s funding.  Check your budget brief for the appropriate category
*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  
Office use only:
Account #:  __________________________________________________

PCARDDR#/Date:  _____________________

SAC Transaction #:    ___________________

