DHS Visa Activity Log for County DFCS P-Cards
	Cardholder Name:
	
	Approver Name:
	


	Cardholder Phone:
	
	
	Monthly Statement Period Ending Date:
	


The PCard Holder is the ONLY person authorized to use the Visa Purchasing Card.  Use by any other individual is prohibited and will result in suspension of the card and disciplinary action for the PCard Holder and his/her Approver who authorized the use.

All transactions must be prior-approved by the Approver or Alternate Approver identified on the Card Holder’s PCard Application.  
Prior approval should be via e-mail unless an after-hours purchase is required due to a crisis/urgent need of a client.  E-mail approval must be obtained within one (1) business day of transaction(s) for after-hours crisis/urgent need.

****Attach the prior approval email(s) and sales receipt(s) to the Activity Log when submitted to Regional Accounting for processing.****
	CO #
	Trans-action Date
	Merchant Name
	Description of Purchase and Personal ID Number (PID) – Eff 10/6/16, you cannot put any identifying information on this form, the receipt or approval email
	UAS Program-Entitlement Code
	Transaction Amount
	Disputed Items

(If Yes, enter Amount)
	Delivery Date

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	I certify that I made all transactions above for official State business and each transaction complies with DHS and State PCard Regulations as prescribed in the current DHS PCard Policy and State PCard Policy.
	
	I certify that I have reviewed all of the above listed transactions along with the invoices/receipts and other supporting documentation.  All charges and documentation comply with current DHS PCard Policy and State PCard Policy, and all required documentation is accurate and complete.

	
	
	

	Card Holder Signature and Date
	
	Approver Signature and Date


Revised 2/1/2016a
