CREDIT CARD DISBURSEMENT AUTHORIZATION FORM

I ______________________________________________

____________________________________

 
INTERNAL INVOICE NUMBER
DATE

_______________________________________________

____________________________________


16 DIGIT CREDIT CARD NUMBER
DEPARTMENT/CUSTODIAN
EXT.


(Provide complete card # and billing month/year)

@00004944 RT1 (VENDOR ID #)

	FUND
	ORGANIZATION
	ACCOUNT*
	PROGRAM
	ACTIVITY
	AMOUNT

	
	
	7364
	
	
	

	
	
	7365
	
	
	

	
	
	7374
	
	
	

	
	
	7801
	
	
	

	
	
	7806
	
	
	

	
	
	7816
	
	
	

	
	
	7821
	
	
	

	
	
	7830
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	
	
	
	
	


COMPLETE REVERSE SIDE FOR ALL TRAVEL RELATED EXPENSES, BUSINESS MEALS, AND ENTERTAINMENT EXPENSES.
Receipt Requirements

Provide original receipts for all items charged to government grants, for individual purchases of $1,000 or more, and all lodging expenditures.  No other receipts are required.

*Note: Some items are restricted from purchase using departmental VISA cards.  For a listing of these items and the restricted account codes, go to Section 6.2, Item V, on the Creighton Purchasing web site – www.creighton.edu/Purchasing.
Signatures/Approvals

I have reviewed the charges on the attached statement and reconciled them to the Credit Card Disbursement Log or the receipts.  Any discrepancies have been investigated and resolved.

CUSTODIAN _______________________________________________
DATE __________________

I have reviewed the reported charges and approve the expenditures as indicated.

DEPARTMENT HEAD ________________________________________
DATE __________________

VICE PRESIDENT ___________________________________________
DATE __________________

CONTROLLER'S OFFICE _____________________________________
DATE __________________

DEPARTMENTAL CREDIT CARD TRAVEL & BUSINESS EXPENSE REPORT (TER)
TRAVELER _______________________________________

PHONE __________________

TRAVEL DATE ____________________________________

DEPARTMENT ____________________________________

PURPOSE OF TRAVEL _______________________________

	DATE
	ACCOUNT CODE
	7806
	7816
	7821
	7801
	7365
	7830
	

	
	DESCRIPTION
	AIRFARE
	LODGING
	MEALS
	CAR RENTAL
	CONF REG
	OTHER
	TOTAL

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	SUBTOTAL
	
	
	
	
	
	
	
	


	BUSINESS MEALS (7374) AND/OR ENTERTAINMENT (7364)

	DATE
	LOCATION
	BUSINESS PURPOSE
	PERSONS ATTENDING
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SUBTOTAL
	
	
	
	


Alcohol and Entertainment are unallowable on Federal Grants.

"I hereby certify that this claim is true and correct and represents valid business expenses of the University."

______________________________________________

Traveler

Revised 1/6/05

