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DEPAUW UNIVERSITY

The activity cycle ends the 15th day of each month.  The original statement with original supporting documentation (charge slips and underlying detailed documentation: hotel bill, itemized receipts, etc) must be delivered to the Business Office by the 30th day of that month. Cardholders may be required to surrender their card as deemed necessary by management if statements are not submitted timely, or amounts charged but not verified by proper documentation.
	Item Number
	G/L Account
	Business Purpose (who, what, when, where, why) 

(Give detailed information for verification)
	Amount Charged

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


I certify this report is accurate as to actual and necessary University business expenses.

___________________________________________________                  ________________________________________________

Cardholder Signature                                           Date                                    Vice President Signature                          Date
