NEW MEXICO SCHOOL FOR THE BLIND AND VISUALLY IMPAIRED

Procurement Card (PCard) Expenditure Form
(use this form when submitting documentation on PCard expenditures)
Employee:  Please sign and submit form (with attached receipts)

 to the Procurement Office immediately following procurement card (PCard) transaction

	Cardholder Name:
	
	Date:
	

	Department:
	


All PCard transactions must have been approved prior to expenditure through an Activity Request (AR) or Purchase Order (PO).   Please note which applies to this expenditure, complete the appropriate section below and attach detailed/itemized receipts supporting the expenditure.

ACTIVITY REQUEST (AR)

	AR Date:
	
	Dates of Activity:
	

	Departure From:
	
	Date: 
	
	Time:
	

	Return To:
	
	Date:
	
	Time:
	


	
	Expenditure Summary
	

	
	Meals                          + 
	$
	

	
	Lodging                       + 
	$
	

	
	Other Expenses          +  
	$
	

	
	Total Expenses         =
	$
	

	
	Notes:  


	


PURCHASE ORDER (PO)
	PO Number:
	
	PO Amount:
	$
	Invoice Amount:
	$

	Vendor Name:
	

	Does this transaction complete the Purchase Order?
	 YES [      ]            NO [      ]


	SIGNATURES

	I certify that the expenditure(s) noted above were incurred by me and charged to the NMSBVI Visa Procurement Card assigned to me.  I further certify that prior approval was received before the expenditure(s) listed above were transacted.  This voucher has been examined and the amounts claimed are just and reasonable.   
As cardholder, I understand that reimbursement for any amount(s) charged to the Visa Procurement Card that are not  for NMSBVI approved business or services, or any amount(s) that may have exceeded the approval amount, must be submitted to the NMSBVI Department of Business & Finance immediately following the transaction.  I agree that if immediate reimbursement is not submitted, NMSBVI may deduct from my wages any unapproved or overage amount(s). 

	Employee Signature:
	Date:


	BUSINESS OFFICE USE ONLY

	Charge to Acct #
	
	Department
	
	

	Description
	
	Overage to be collected
	$
	
	

	Overage Invoice Date
	
	 Date Collected
	
	

	


Routing:  Procurement Office/Main Campus
Color: blue
General Forms on ‘Alpha’ (J:)

March 2007




