Request for MBAA payment via Duke Corporate Credit Card (“P-Card”)


SUBMISSON DIRECTIONS: 

Requestor:
1. Read the REQUIREMENTS and IMPORTANT INFORMATION first (both below) to make sure that the P-Card form is appropriate for your request. If you have any questions, reach out to your Club President or Treasurer.
2. Complete all shaded fields on page 2, except the “Club President/Treasurer” box.
3. Save the file and send it via e-mail along with supporting documentation (i.e., invoice) for your club approval. 

Club President/Treasurer:
1. Verify all fields and approve the request by printing your name in the appropriate box.
2. Submit via e-mail to the MBAA at mbaatreasury@duke.edu. If there are inconsistencies you will hear back from the MBAA. Otherwise, it will proceed for payment.

REQUIREMENTS: (The following requirements must be met in order to use this form.)
· Purchase must not have already occurred.
· Purchase must be over $400.
· Vendor must accept credit card payments.
· Vendor must be payable and reachable via telephone or vendor-provided payment link.  
· Please note that it is against Duke University policy to provide corporate credit card information via fax. If vendor is requesting credit card information to be submitted via fax, then you cannot use this form.
· Request must be submitted AT LEAST TWO WEEKS before payment is due. The Accounting Department needs at least one week to process your request. If you require earlier payment, please pay out of pocket first, and then request reimbursement using the appropriate reimbursement form.

IMPORTANT INFORMATION:
· Requestor is responsible for notifying the vendor that someone from the Fuqua Accounting Department will be calling to pay the invoice. This person will call the vendor between the hours of 8am-4pm on Monday-Friday, so please make sure your contact is available to accept payment during that time.
· Original invoice receipt must be provided within 1 week of the event (email mbaatreasury@duke.edu).  Although the Accounting Department makes arrangements for payment, the ultimate responsibility is with the Club to provide documentation. Failure to provide original receipt will result in loss of P-Card privileges.









Please fill out and print form on Page 2.
	Payment Information:
	

	Vendor:
	[bookmark: Text3]     

	Vendor Contact Name:
	     

	Vendor Contact Phone:
	     

	
	

	Is Deposit Required?
	     

	Deposit Amount Required (if applicable):
	     

	
	

	Is Total Purchase amount available?
	     

	If Yes, Provide Total Purchase Amount
	     

	     Additional charge for tip/delivery?
	      Yes.  Amount:           
      No.

	
	

	If No, Provide Estimated Range
	     

	
	

	When must payment be made by?
	Date:      

	
	

	Club and Event Information:
	

	Club Name:
	     

	Club Fund Code:
	     

	Name and Date of Event:
	     

	Event Description & Attendees:
	     

	
Reason for incurring cost:
     

	

	Requestor:
	Club President/Treasurer: 
	MBAA Treasury Approver:

	Name:      
	Name:      
	Name:      

	Signature:
	Signature:
	Signature:

	Date:       
	Date:      
	Date:      



