PURCHASE/PAYMENT FORM
Please follow all instructions. Do not modify the form. 
Please Staple All Information to the Back of this Form

Use for ALL Invoice Payments, P-Card Transactions & Purchase Orders

If the attached needs processed for payment check here     ___
If the attached has been paid with the PRO-CARD check here ____ Tape small receipts to 8 1/2x11” sheet of paper.
If the attached needs purchased or ordered check here   ____
(Applies to non-essential goods or services over $5,000 or that require special permission to pay with Pro-card.)

WHEN COMPLETING FORM FOR PRO-CARD PAYMENT:  

Complete the information below, as much as possible & forward to EBO within 48 hours of using Pro-card.
Staple original, signed, and dated itemized receipt to back of form or indicate forthcoming on Form.
Please note: No State of West Virginia tax should be charged on the Pro-Card.
IF USING PRO-CARD THE PURCHASE IS ILLEGAL IF CARD HOLDER AND USER DIFFER!!

	Name of User/Cardholder
	

	Department
	

	Phone/Ext.
	

	Date of PPF Form
	

	Date of Invoice/Receipt
	

	Vendor
	

	Amount of Purchase
	


     Please Mark the Box of the Account To Be Used for the Expense:

	
	  Campus
	DA
	Fund
	Line Item
	Function
	

	
	11
	
	
	
	
	

	
	11
	
	
	
	
	

	
	
	
	
	
	
	


●NOTE: THE LINE ITEM WILL BE COMPLETED BY THE EBO.
	
	Foundation Number
	Foundation Name
	Include 700 number for reimbursement to student, or FEIN for vendor:

	
	
	
	


WARNING: No Foundation Purchases or Payments May Be Made With the Pro-Card
	University Related Purpose (URP) ~ BE SPECIFIC: If payment is for food or beverage, include event location, date, & number of attendees w/URP. Include “Student related event.” if event was geared toward or involved mostly students and number of attendees.

	XXXXXXXX


	Signature of Director Approving:__________________________________
Hospitality Use ONLY-Include Title & WVU Relationship of Each If 20 or Less-No List Required If Over 20

	Attendees (attach list if over 10):
	

	1.
	6.

	2.
	7.

	3.
	8.

	4.
	9.

	5.
	10.


