INFORMATION SHEET ON P-CARD PURCHASE

CARD HOLDER NAME:
     
DATE OF PURCHASE:
     
PURCHASED FROM:
     


HOW MADE:
 FORMCHECKBOX 
 Phone   FORMCHECKBOX 
 Fax   FORMCHECKBOX 
 Mail   FORMCHECKBOX 
 WWW   FORMCHECKBOX 
 Email   FORMCHECKBOX 
 In person

ACCOUNTS AND AMOUNTS:


Account 1: 
Account 2: 
Account 3:      
For:      
Account 4:      
For:      
TOTAL:         
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

WHO (who the transaction is for and their relationship to Ohio University):



     
WHAT (what was actually purchased, in case of lodging indicate dates stayed, e.g. hotel 2-10-08 through 2-14/08):


     
WHEN (Complete dates of travel – when you left Athens and when you got back; if multiple cities, indicate both location and dates at each location):  

     
WHERE (City and state/country traveling to; in case of flights, do not use airport codes):

     
WHY (Topic of discussion or reason for travel, meeting, etc.):

     


