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Instructions: Please provide explanation for P-Card expense. Original detailed receipt is required to be attached to form for submission. Note: Items or services over $500 should have been pre-approved with District Superintendent.  
	Date:

	Cardholder Name:

	Name of Event/Workshop: 


Please check box for type of expenditure: 
☐ Supplies/Materials 	☐ Teacher/Administrator Workshop	☐ Meals
☐  Travel/Lodging	☐  Subscriptions ☐  Equipment	☐  Services
Amount: 
Purpose: 





Staff (Persons) Names:  



	Business Office Only

GL Account Number: 
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Attach Original Receipt 
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