Purchasing Card

June 9th, 2009

[ STATEMENT ENDING 06/05/09

Transactions 05/06/09 through 06/05/09

Transaction Adjustments or Reallocations for statement ending 06/05 will need to be processed in
Pathway Net by 5:00pm, Thursday, June 18th.

Please do not make any changes to the 06/05 statement in Pathway Net after the deadline.
The changes will not be reflected in the upload that Payment Services will process to Banner on
Friday June 19"

Reminder — Necessary Documentation

Packing slips and acknowledgements do not take the place of an invoice or receipt. The invoice
or receipt with detail of the transaction is a necessary document that must be kept as backup to
validate the expense that is processed on the bank statement.

The following is an example of acceptable documentation.
The Sales slip/credit card agreement slip alone does not validate the detail of the purchase and
therefore must be kept with the detailed receipt/invoice.
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