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	ASU P-Card Transaction Log

The JPMorgan Chase Purchasing Card
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	Cardholder:
	
	Dept:
	
	Card #/Acct #:
	
	Month/Year:
	


Please submit P-Card statement, transaction log and all documentation each month.
	Transaction Date
	Vendor Name
	Material/Services Description
	Business Purpose (Required – Be Specific)*
	Total Cost

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 

	
	
	
	
	$ 


Cardholder:  By signing below I signify that I have reviewed the above transactions for accuracy and have ensured that 1) all documentation is attached, 2) the business purpose of each 
purchase is clearly noted, 3) all purchases are valid Purchasing Card transactions.

Supervisor:  I authorize these purchases and confirm their business purpose.
	Cardholder Signature (Required):
	
	Date:
	

	Supervisor Signature (Required):
	
	Date:
	

	Business Services - Reviewer Signature:
	
	Date:
	


Helpful Hints:

· If payment is for airfare, be sure to attach Travel Voucher as appropriate.

· If payment is for food, be sure to attach Business Meals Form as appropriate.

· Please review P-Card general info and prohibited transactions at http://www.asu.edu/aad/manuals/pur/pur304-04.html 
· The P-Card Users Guide is available at http://www.asu.edu/purchasing/pdf/purchcard.pdf 
· *Business Purpose should answer the questions Who, What, When, Why. Also, “What benefit is ASU/CONHI/GRANT receiving from making this expense?”
