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MOREHEAD STATE UNIVERSITY


TRANSACTION SUMMARY FOR MONTH:                               
Cardholder:                                                                                                      Card Account #:                                                                               G/L Account #:                                                                          

	Transaction Date
	Vendor
	Detail Description of Purchase
	Order Confirmation
	Comments
	Sales Tax
	Total Purchase Amount

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


RECONCILIATIONS MUST BE COMPLETED AND SIGNED BY THE 15TH OF THE MONTH FOLLOWING THE PURCHASE.
Reconciliation Prepared by:                                                                                 
Date:                            
Cardholder Signature:                                                                                          
Date:                            

Budget Unit Manager Signature:                                                                           
Date:                            

Cardholder Supervisor Signature: _____________________________________  Date:______________

Completed reconciliations and supporting documentation should be retained in the cardholder's department.

Audited by:                                 
Date:                     
Comments:                                                                                                                                             
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