1 - Chief Fiscal Officer
2 - Payroll
3 - Sending Department

4 - Human Resources

MEMO
TO: Vice President for Business and Finance/CFO
Payroll Accountant
FROM: Purchasing Department

DATE:
SUBJECT: Type of Charge P-Card Transactions
Charge Date(s)

NAME ID NUMBER AMOUNT

TOTAL OF THIS PAGE 0.00

Signature

Vice President for Business and Finance/CFO MVSU P-CARD PROGRAM

RECEIPTS NOT FORWARDED TO
NOTE: PLEASE TYPE FORM PURCHASING WITHIN 30 DAYS PAYROLL
DECDUCTION WILL APPLY
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