
 
 
 
 

 

 
    

  
 

 

 
            

          
   

    
  

                
     

  
              

 
 

 

      
                

 
a list ing of require d do cum e nt at io n for pro cureme nt card transactions: 

1. Itemized receipt/invoice is always required regardless of dollar value. 
2. If food has been purchased a Food Use form, 

https://www.southalabama.edu/departments/eforms/businessoffice/foodusedocform.pdf, must also be 
attached along with the itemized receipt/invoice. 

3. If the transaction is a prepay associated with travel, e.g. airfare(s) purchased in advance, then, the Approved 
Request to travel for each traveler 
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