
 Procurement Card Order Form
SSuupppplliieerr  IInnffoorrmmaattiioonn::
Supplier Name: Transaction Date:

Caarrddhhoollddeerr  IInnffoorrmmaattiioonn:: 
Caarrddhhoollddeerr  NNaammee: DDeeppaarrttmmeenntt:: 

IItteemmss  OOrrddeerreedd::

QQTTYY  UUNNIITT  ITEM DESCRIPTION UUNNIITT  PPRRIICCEE  EEXXTT  TTOOTTAALL  

NNYYSS  TTaaxx  EExxeemmpptt  ##1144774400002266KK  
SSuubbttoottaall  
SShhiippppiinngg  
TToottaall  

Account #: RReecceeiivveedd  bbyy::   Received Date:

NNootteess::  

NOTE: DEPARTMENT MUST RETAIN THIS RECORD AND ATTACH ORIGINAL RECEIPTS TO THE BACK.  
RECORDS MUST BE RETAINED BY THE DEPARMENT FOR SIX (6) YEARS, PLUS THE CURRENT YEAR.  

ALL PCARD TRANSACTIONS ARE SUBJECT TO AUDIT AND MUST COMPLY WITH THE POLICIES AND PROCEDURES GOVERNING THE PROGRAM. 

Revised 10/22 

Cardholder Signature:    _______________________

Business Purpose/Statement of Need:
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