
Credit Card Purchase Form Instructions 

Please read directions carefully and fill this form out completely 
prior to submitting to the Purchaser in the Business Office. 

The purpose of this form is to request OR authorize the use of a district credit card for the purchase of goods or services. 
Travel purchases must be recorded using the District Travel Approval Claim Form. Do not use this form for those 
activities. Large purchases must follow the Purchase Requisition process using the Financial 2000 Purchasing application. 
For more information on this process, contact the Business Office. 

To complete this form: 

Request Date – The date form was completed by requestor. 

Requestor Name – The name of the individual making the request for the purchase of goods or services. 

Department – The department or discipline from which this request originates. 

Purchase Type – Select the appropriate box: 
Authorization = purchase has been made by or with the approval of a district card holder. 
Request = purchase is to be made by the Purchaser in the Business Office. 

Vendor Information – Include the applicable information: 

Vendor Name Phone Number 
Email Address Website 

Purchase Description – Provide a brief description of why this purchase was made (i.e. a specific project, event, 
program, etc.) and an overview of what was purchased.  

*If this form is indicating a Purchase Authorization, provide the purchase total and attach all related receipts. 

Accounting Information – Provide funding source and appropriate account number for the purchase. If account number 
is unknown, indicate at least the name of the funding source. For assistance with accounting information, please consult 
with the Business Office. If multiple accounts are used, indicate the dollar amount or percentage split between selected 
account numbers. Accounting and Budget Information is subject to verification by the Business Office. 

Approval Signatures – A purchase request or authorization must be approved by a department supervisor and the 
budget manager. A budget manager oversees the funding source indicated in the “Accounting Information” section 
(contact your supervisor or the Business Office if uncertain of the appropriate budget manager). If the supervisor is also 
the budget manager of the funding source, then only one signature is required. 

Purchase Item(s) Detail – This section is used for purchase requests only. For each item, provide the Part # (if 
applicable), Item Description (as shown from the vendor), Quantity, and Unit Price. The Extended Price  will 
automatically calculate (Quantity x Unit Price). For shipping charges, include as a line item. Enter sales tax amount. Total 
will automatically add sub-total and sales tax amounts.

Print Credit Card Purchase Form in color, obtain the necessary approval signatures, and submit to the Business Office 
for processing. Include all supporting documentation (i.e. printouts or screenshots of the items requested, receipts, 
confirmations, quotes, etc.).  

Questions? Contact the Purchaser at Ext. 5306 or klmcbride@cmccd.edu 
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Copper Mountain Community 
College District 

Credit Card Purchase Form

Received Purchasing

Include all supporting documentation with submission to the Business Office

Request Date 

Requestor Name 

Department 

Purchase Type: 

     Authorization Cardholder: 

     Request 
Requesting Purchasing Department to complete this order. 
Use Purchase Item(s) Detail section on Page 2.

Vendor Information 

Name 

Phone 

Email 

Website 

Purchase Description: 

Purchase Total* $ 
*For purchase authorizations only Receipts must be attached

Accounting Information 

Funding Source 
Account Split 

(if applicable - $ or %)

- - - - - . - 

Approval Signatures 

Supervisor Date 

Budget Manager Date 
(if applicable)
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Purchase Item(s) Detail+ 

Line 
No.++ 

Item # 
(if applicable)

Item Description Qty Unit Price Ext. Price 
(Qty x Unit Price)

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

Sub-Total 

Sales Tax 

Total 

+Purchase Requests must have supporting documentation (ie quote, estimate, screenshots of items, etc.) for reference.
++For requests that exceed 20 lines, contact vendor for acceptance of Purchase Orders instead. Contact the Business Office for assistance.

For Purchase Requests ONLY
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