REPORT LOST OR STOLEN CARDS TO BANK OF AMERICA @ (800) 538-8788










PURCHASING CARD LOG

	CARDHOLDER NAME: John Smith
	ENDING DATE: 03-31-08

	CARDHOLDER TELEPHONE NUMBER:  404-555-1234
	WORK UNIT NAME: Purchasing Office 

	SUPERVISOR NAME (Print or Type):  Bill Jones
	SUPERVISOR TELEPHONE NUMBER:  404-555-2345

	TRANS DATE
	VENDOR NAME
	DESCRIPTION OF PURCHASE
	TRANSACTIONAMOUNT
	LINE AMOUNT
	Department ID
	Account #
	[Agency Defined Info]

	03-15
	Home Depot
	landscape cloth, mulch
	120.98
	50.75
	Dept ID A
	614000
	     

	     
	     
	cleaning supplies
	     
	70.23
	Dept ID B
	614000
	     

	03-23
	Acme Feed & Supply
	grass seed
	48.23
	48.23
	Dept ID A
	615000
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     


	I certify that I have made all of the listed transactions on behalf of the Agency and that they comply with the established procedures for using the purchasing card.


	I certify that I have reviewed all of the charges, invoices/receipts, and charging information for the above purchases.  All charges and documentation comply with State and Agency purchasing regulations and all charging information is complete and correct.



CARDHOLDER SIGNATURE & DATE






SUPERVISOR SIGNATURE & DATE

Enter cardholder and supervisory information in gray area





Enter transaction date, merchant name, and description of purchase





Transaction Amount: Total transaction amount





Line Amount: One or more line amounts that equal the total amount (required only if Agency-defined use columns are required)





Agency-defined use: Other information the agency wants the cardholder to provide





Cardholder must sign and date





Supervisor must sign and date
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