Nashville State Community College
Purchasing Card Check List & Use of Credit Card Form
This form to be completed as backup documentation to the Pcard Activity Log.
NSCC Employee making request: _________________
Name of Vendor ________________________
	2.  Is Contractor a US citizen?

   Yes

   No

If no, state country of citizenship:

______________________________________


	6.Is Contractor or Contractor’s parent company located outside the U.S.    No
   Yes  
If yes, state Country:  _______________________

	 (If not a US Citizen, please include a copy of Visa with this form.)


Quantity Description: 

1. Item(s) description ________________________________
2. Quantity __________________
3. Price per each $__________________
4. Total cost $__________________

(You can attach a excel spreadsheet or word document if multiple lines)
BANNER FOAPAL to Charge:

Chart: _______ Fund: __________ Org: ________   Account: _______ Program: ____
FOOD Purchase to include:
1. Event Date _______________
2. Event Time _______________
3. Event Location ________________
4. Attach agenda or state the purpose of the event _____________________

5. Attach itemized, tax-exempt, receipt.

6. Attach list of attendees.
7. Approval below must be from the President, Vice President of the Division, or Dean.
MERCHANDISE Purchase (these items must not be received prior to credit card request):

1. Date merchandise ordered _______________

2. Date merchandise received or scheduled to be received _______________
3. Merchandise description ________________

4. Attach itemized, tax-exempt, invoice or receipt.
Pcard Holder is responsible for obtaining a tax-exempt form prior to purchase request.
Tax cannot appear on the receipt.
Department Head Approval: __________________________________________  
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