STUDENT ORGANIZATION AUTHORIZATION FOR
PURCHASES, EXPENSES, AND TRAVEL

All purchases must be pre-approved by the Advisor and Treasurer before any purchases are made. Turn in all receipts within 24 hours of purchase to REBECCA BIRKNER and make a copy for the Treasurer. Failure to turn in receipts and purchasing cards on time will result in penalization and loss of purchasing card privileges. Receipts must be attached for all reimbursement requests, no exceptions. 
Date:                          
Name:

Student ID #:  ____________________
Phone Number:

Email:  __________________________
Organization/Committee Name/Title: _________________________________ 
Vendor: ____________________________ Est. Amt. of Purchase:

List item(s) to be purchased:    



    


 
Business purpose (include names and # of attendees for food purchases): 
  
    



Travel reimbursement:  Date(s) of travel: __________ Destination: ________________________________

   Purpose of trip: _____________________________________________________________________

   List of Travelers: _______________________________________________________________________

   Method of Travel: _____________________________________________________________________

By signing the form below, I accept the responsibility and accountability for the protection and proper use of this Student Purchasing Card. I understand that the Student Purchasing Card may only be used for the transactions noted above and that should I misuse or allow others to misuse the Student Purchasing Card, I am responsible for immediate repayment and the matter will be forwarded to the campus judicial officer for review and possible additional disciplinary action.
Signature of Requester
Signature of Treasurer
Advisor’s Approval and Date

If clothing purchase, additional signature is required: ___________________________________________
                                                                                Signature of Department Head (Angela Perkins)
--- Following section to be completed by Approving Official ---

Date/Time Issued:     

Date/Time Returned:     

Last 4 Digits of Card/Card#:     
___
Amount of Purchase:     

 FORMCHECKBOX 
Credit Card
 FORMCHECKBOX 
Journal Voucher
 FORMCHECKBOX 
Travel Related
 FORMCHECKBOX 
Miscellaneous
MoCode/Account:
___________ JE#: __________________
All purchases made on a Student Purchasing Card must be made in compliance with the Purchasing Card Policy Manual and Student Purchasing Card Manual. The Student Purchasing Card may only be used for university purchases (no personal purchases). Prohibited items are listed in the Purchasing Card Manual available online. www.umsystem.edu/ums/departments/fa/management/procurement/card/policy.shtml

