CREDIT CARD PURCHASE REQUEST FORM

· For approved transactions not to exceed $3,000 per transaction (including delivery, shipping and/or handling charges).

· No equipment purchases or orders for CPUs, monitors, or printers.

· For registration, memberships, reprints, and subscriptions a completed vendor form is required to be attached to this form if we need to fax in the request.  For online credit card payments for registrations or memberships, please provide your user name and password, as necessary.

· For other purchases, an order form or any other documentation that states the price and shipping costs is helpful.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

	Vendor name   
	

	and Address:

	

	


	

	Phone # (an 800# if possible):  
	

	Fax # (if necessary): 
	

	Web site URL (if necessary): 
	


	Item #
	Qty.
	Product #
	Product Description
	Price Each
	Total Price

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	For registrations:     Attending ______            Presenting _______

	City/State: ______________________________  Dates of Conf/Mtg: _________________________


Business Purpose (Why is the purchase necessary and how/where will it be used?).  Explain for each item, unless the answer is the same for the entire purchase:

	Item #(s)
	Business Purpose

	
	

	
	

	
	

	
	

	
	


- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

	Requestor’s Name:   
	
	Date:
	


	Account number to pay for the purchase:
	


	Approved:
	
	Date:
	


                                            Dept. Chair or Deb

9/18/13
