Request for PCARD

Instructions

This form collects the information needed for the Program Coordinator to determine whether your purchase qualifies as a
PCard purchase, and to initiate the documentation for reconciliation.

Card User Information
| have obtained prior authorization from the Department Head/GMT ]

Name: Date you intend to use the PCard:

Purchase Information
Do not use the PCard to purchase anything on Campus (Bookstore or Food).

Sub- Travel
Type Amount Account Account Merchant Auth #

[Airfare

[IConference Registration
[JBusiness Meetings
LJOnline Stores

ClOther

*Provide a screenshot of conference details, i.e., name, location and date with registration confirmation, for business
meetings, provide agenda or flyer, itemized receipts, a list of attendees and their affiliation with the UA.

Detailed Business Purpose
A business purpose statement justifies how an expense is appropriate and reasonable, and how it supports and/or
advances the goals and objectives of the university.

Any additional information that might be helpful to understand the purchase:

Obtain a PCard

Contact your assigned Program Coordinator to check out a PCard and complete the purchase.

Acknowledge
L1 1 will upload the itemized receipt and other supporting documents to the DPS Receipt Submission form located in the
DPS Business Center

SUBMIT


https://finance.arizona.edu/accounting/business-purpose/reasonable-expense
https://hub.education.arizona.edu/dps
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