
P-Card Request 

P-Card Request Form has been deactivated. All P-Card requests can now be 
submitted via our Online Purchase Request Form. 

 Please select “P-Card” as the purchasing type, then select your purchasing unit 
 Enter Supplier’s Name and provide the website link where we can make 

the purchase, 
 Provide GL/Project String Information that is listed on your signed p-card form 
 Enter the Business Purpose 
 Enter the Amount 
 Select Yes or No for the question asking if you would like a copy of the PO; if 

you would like a copy of the receipt. 
 Enter any website log in details 
 Attach your completed and signed p-card form as an attachment 
 Submit 

 

 

 


