Request for a Purchasing Card Transaction Using IFO Professional Travel and Study Funds
Person requesting purchase:  










Account number:  











Item(s) requested (or attach list):  









Faculty Member’s signature  






  Date 



Department Chair signature  






  Date 



(indicates there are sufficient funds in the account to cover the request)
Academic Affairs signature/approval 




  Date 



(Form will be returned to requestor after Academic Affairs review)

A copy of this form should be attached to your credit card statement, when the signed statement is sent to purchasing.
