Card Name:

Card Number:

PARKWAY SCHOOL DISTRICT

SCHOOL/DEPARTMENT PURCHASING CARD CHECK-OUT FORM

(Ex. Central High 1)

(Ex. Last 4 digits of card #)

CARDHOLDER
CHECK OUT DATE CARDHOLDER NAME CARDHOLDER TITLE REASON FOR USE CARDHOLDER SIGNATURE BUDGET SECRETARY SIGNATURE AGREEMENT SIGNED
(check once completed)
CHECK-IN ALL ITEMIZED RECEIPTS MUST BE RETURNED WITH THE PURCHASING CARD.
DATE CARDHOLDER INITIALS BUDGET SECRETARY INITIALS (check when received)
CARDHOLDER
CHECK OUT DATE CARDHOLDER NAME CARDHOLDER TITLE REASON FOR USE CARDHOLDER SIGNATURE BUDGET SECRETARY SIGNATURE AGREEMENT SIGNED
(check once completed)
CHECK-IN ALL ITEMIZED RECEIPTS MUST BE RETURNED WITH THE PURCHASING CARD.
DATE CARDHOLDER INITIALS BUDGET SECRETARY INITIALS (check when received)
CARDHOLDER
CHECK OUT DATE CARDHOLDER NAME CARDHOLDER TITLE REASON FOR USE CARDHOLDER SIGNATURE BUDGET SECRETARY SIGNATURE AGREEMENT SIGNED
(check once completed)
CHECK-IN ALL ITEMIZED RECEIPTS MUST BE RETURNED WITH THE PURCHASING CARD.
DATE CARDHOLDER INITIALS BUDGET SECRETARY INITIALS (check when received)
CARDHOLDER
CHECK OUT DATE CARDHOLDER NAME CARDHOLDER TITLE REASON FOR USE CARDHOLDER SIGNATURE BUDGET SECRETARY SIGNATURE AGREEMENT SIGNED
(check once completed)
CHECK-IN ALL ITEMIZED RECEIPTS MUST BE RETURNED WITH THE PURCHASING CARD.
DATE CARDHOLDER INITIALS BUDGET SECRETARY INITIALS (check when received)
CARDHOLDER
CHECK OUT DATE CARDHOLDER NAME CARDHOLDER TITLE REASON FOR USE CARDHOLDER SIGNATURE BUDGET SECRETARY SIGNATURE AGREEMENT SIGNED
(check once completed)
CHECK-IN ALL ITEMIZED RECEIPTS MUST BE RETURNED WITH THE PURCHASING CARD.
DATE CARDHOLDER INITIALS BUDGET SECRETARY INITIALS (check when received)
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