Credit Card and Travel Purchase Requisitions

Credit Card Purchase Requisition- For all credit card purchases, please use Vendor #14682, Union Bank —

First Card regardless of where you are purchasing the items from.

In order to purchase items using a college credit card, you must have an approved purchase requisition.
Also, you must have turned In back-up to Stephanie Slagan in the Business Office. Please Note: Credit
card holders may have their own procedures, but the above items need to be completed in addition
to the department requirements.

For Credit Card Requisitions, you may have multiple lines for different credit card purchases such as
airfare, hotel accommodations, Etc.
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MAME OF AIRLIME:
DATES OF TRAVEL:
TRAVEL TO:
JUSTIFICATION:

Scroll to find person whos CC you

CCRENTAL CAR
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DATES OF STAY: will be using
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NAME OF RENTAL COMPANY:
DATES OF TRAVEL:
ADDITIONAL MILEAGE CHARGE:
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ITEM DESCRIPTION: REGISTRATION FEES FOR THE CAPPO COMFERENCE

TO BE HELD ON JANUARY 14 TO 18, 2012 item Description, and Requestor
REQUESTOR: STEPHAMIE SLAGAN
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Once You add all lines, one for each vendor or
Purchase- such as A line for Hotel, Airline,
Registration, etc. — Or each individual item on a
Credit Card Requisition for Items- Click Save!
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Travel Request- Per Board Policy, Travel Requests must have prior approval 5 days in advance of your
travel. Any out of state travel must be included in the board agenda as an information item.
You will have to create three Purchase requisitions for one travel:

1. Requisition for reimbursement to employee (Employee should be listed as the vendor)
a. You must add one line for meal reimbursements
b. One line for mileage if employee is taking their own vehicle (miles from mapquest
times 2 times .56 per mile. (Please see Board Policy AP-6531-PVC, Item 5, which
states “Travel by automobile shall be college-owned vehicles unless approved in
advance by the Chief Business Officer.”)
c. Cab fare, bus fare, subway, etc.
2. Requisition for Any Credit Card items, vendor is Union bank (Airfare, or anything that you

cannot buy with a purchase order or check). For hotel accommodations, you must complete

a credit card authorization form in order for your room to be paid.

3. Requisition to vendor for registration fees.

Palo \arde Collese

EMPLOYEE NAME:

TRAVELREQUEST FORM

TODAY'S DATE

MAME OF CRGAMNIZATION

LOCATION

DATES OF ATTENDANCE

BUDGET TO BE CHAH

Complete Travel Request Form

BRIEF EXPLANATION FOR TRAVEL:

making sure to fill out every box. For
2014 Rates are as follows: .56 per

mile; $12.00 Breakfast; $18.00 Lunch;

FOR BUSINESS OFFICE USE OMNLY:

BUDGET: APPROVED
REASON

DENIED DaTE $36.00 Dinner. In order to claim

por___________| Breakfast you must leave before 7:00

a.m. In order to claim dinner you

Reguest Procedure)
p.m.
TRANSPORATION: MEALS:
DisTRICTVAN A ] BD 1D 2D DATE B L o TOTAL
RENTALCAR 3
AIRFARE 5 0.00
PARKING FEES 3 0.00
OTHER % 0.00
TRANSPORTATION TOTAL 5 0.00 0.00
LODGING: 0.00
MUMEBER OF NIGHTS Meal Total & 000
MNIGHTLY ROOM RATE 5 -
LODGING TOTAL 5 0.00
REGISTRATIOM FEE- 3 EMPLOYEE'S 5IGNATURE
CASH ADVANCE 5 VICE PRESIDENT'S SIGNATURE
(FOR PLANE, LODESING, AND/OR
REGISTRATION FEES ONLY) PRESIDENT'S SIGNATURE
TOTAL ESTIMATED REQUEST 5 D00
REIMEBURSEMENT CLAIM {PLEASE COMPLETE AFTER TRAVEL
TRANSPORATION: MEALS-
DISTRICTVAN A___ B___ 1___ Z___ DATE 5 . 5 TOTAL
RENTALCAR 5
AIRFARE 5
PARKING FEES 5
OTHER 5
TRANSPORTATION TOTAL 5
LODGING:
MNUMBER OF NIGHTS
MIGHTLY ROOM RATE 5 Meal Total 5
LODGING TOTAL 5 *| certify that the foregoing claim is a true and accurate account of
expenses incurred by my attendance at the above mesting.
OTHER EXPENSES: 5 EMPLOYEE'S SIGNATURE
REIMBURSEMENT TOTAL: %
LESS CASH ADVANCE & VICE PRESIDENT'S SIGNATURE
NET CLAIM 5 PRESIDENT'S SIGNATURE




