NAF PURCHASE CARD LOG

CARDHOLDER NAME:
Cycle Date:

Date of
Purchase

Item Description

Total Price

MONTHLY LIMIT:

SINGLE PURCHASE LIMIT:

Merchant Name/Phone
Number

Resp.
Center (RC)

SAP
Account

Date Received

INSERT OTHER
APPLICABLE INFO

Name of Receiver

PAID BUT NOT RECEIVED
AWAITING CREDIT
DISPUTED PURCHASE
INCORRECT BILLING

TOTAL

Reminders: No tax or split purchases. Screen for mandatory sources and prohibited and regulated purchases.

Ensure receiver prints name; signs, and dates receipt.

Sign Statement of Account; attach receipts and other supporting documentation. Forward to AO.

DATE STATEMENT RECEIVED:
DATE SENT TO AO:
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