Grar"te SChOOI DIS'[I’IC’[ Card Number:
Purchasing Card Log Department \ Location:

Fill in Yellow Areas then Print Phone Number:

Card Holder Name:

For the Billing Cycle Ending:

Date of
Purchase

F*

Supplier

$ COMMENTS / ACCOUNT TO CHARGE
Description of What Was Purchased Purchase (If purchases should be charged to an account other than the card default
Amount account, indicate in this column the account number to charge.)
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1. Reconcile each line item on this log to the US Bank statemen .

2. Attach 1) original receipts, and 2) US Bank statement, to this Log.

3. Submit this Log and attachments to your supervisor for review and signature.

Log Total: I $ 0.00 These two amounts must agree.
If not, explain why in the
"comment" column for each line
Statement Total: I I item with a discrepancy.

Audit by A/P:

Date:

4. After obtaining supervisor's signature, submit this Log, attached receipts, and the US Bank statement to Accounts Payable by the 25th of the month.

Employee Signature:

Date

Supervisor Signature: Date:
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