Galaxy Credit Card 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: You may only use
administrator credit cards for travel. If you would like to purchase anything else. It must be ordered in the
business office.

For Credit Card Requisitions, you may have multiple lines for different credit card purchases such as airfare,
hotel accommodations, Etc.
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Enter travel information or what you are purchasing. E e | D

* If you are traveling you will need the following information: Enter in description as shown on
- Mame(s) of person(s) traveling

- Dates of travel

- Conference name

- Description of what is being paid on the credit card

screen

Ifyou need to purchase an item(s) that does not accep creit cards you will need:
- Description of what you are purchasing including quantity and price each|
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AMNYTHING Y 0OU WRITE HERE WILL NOT PRINT OUT ON THE PPURCHASE ORDER. THIS IS WHERE ¥OU WILL LIST OUT THE INFORMATION, DATES AND WHY ¥OU

(ARE REQUESTING TO ATTEND THIS CONFERENCE.

THIS WILL PRINT OUT ON THE PURCHASE ORDER.

ENTER YOUR JUSTIFICATION FOR
YOUR USE OF THE CREDIT CARD

When you are all finished click save
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You can now view your approvals.
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