
 
 

PURCHASING CARD LOG 
 

MONTH & YEAR:  _______________ 
 

 
DEPARTMENT: ______________________________________________________ 
 
CARDHOLDER: ______________________________________________________ 
 
CARD NUMBER: _____________________________________________________ 
 
 

 
DATE 

VENDOR & 
CONTACT NAME 

SUMMARY OF ITEMS 
PURCHASED/ORDER # 

 
TOTAL 

USER’S  
INITIALS 

DATE 
RECONCILED 

   
 

   

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 

     

 
 


