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Bi-Weekly Procurement Card Packet
Every two weeks, you will complete this packet and send it to the Accounts Payable Office (Inlow 208).  It is due every other Tuesday by 5:00pm.
Date From: _____________

Date To: _____________

Department: ___________________________
(name printed on p-card)

Index: _________________

Number of Charges: __________
Attach this completed form to the front of your bi-weekly procurement card packet.  Your bi-weekly packet should contain the following…

· All itemized receipts and required documentation for charges that took place over the previous two weeks. (Monday – Friday)
· All completed transaction emails containing the “Z” numbers for the corresponding receipts.
I certify that the expenses in this bi-weekly packet have been reviewed, and are accurate, allowable and appropriate.  I have received proper training on the procurement card policies and procedures, and the purchases in this packet have appropriate receipts and all other required documentation present.
Budget Authority’s Signature						Date





Custodian’s Signature							Date








