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Procurement Card Justification Form

This memorandum documents a procurement card transaction (s) which requires justification.  The following information pertains to this purchase commitment:
	Cardholder Name:  
	Cardholder Departmental Phone Number:   

	Transaction (s) 

	Vendor Name
	Date of Purchase
	Amount

	
	
	

	
	
	


(Completed by the cardholder).

1. Description of Good(s) or Service(s) procured (attach all documentation, to include invoice): ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Statement of why Good(s) or Service(s) served as a benefit to the University:  _________________________________________________________________________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature:  _______________________________

Date:  _____________________________

Note:  The Purchasing Card program is NOT intended to avoid or bypass appropriate purchasing or payment procedures.  Rather, the program is intended to complement the existing procurement processes. Should you make an unauthorized or inappropriate charge with your Purchasing Card, certain disciplinary action may ensue.  This could include having your card privileges revoked, possible termination of your employment and criminal prosecution.

Department of Procurement Services

700 Park Avenue, H.B. Wilson Hall Suite 260

Phone: 823-8052   Fax: 823-8975


