Quick Guide: Checking Out a BME Department P-Card 
📍 Location: MJIS 3001
📧 Contact: Cwilfong@purdue.edu 

Steps to Request a P-Card Checkout
1. Prepare Required Documentation
Before requesting a P-Card, ensure you have the following:
✅ Completed Purchase Request Form, signed by an individual with programmatic authority.
· This form must include: 
· Business Purpose/Justification for the purchase
· Vendor Information (name, contact details, and payment method)
· Account Number(s) and General Ledger (G/L) Code(s) for proper allocation
✅ Itemized Quote, Invoice, or Item List, detailing what will be purchased.
2. Submit Your Request via Email
📧 Email: Cwilfong@purdue.edu with the subject:
"P-Card Request – [Your Name] – [Vendor]"
Attach your completed Purchase Request Form and itemized quote, invoice, or item list. In the email please coordinate with Cory a time to come and checkout the department P-Card.
If you have a Paper Purchase Request Form, please follow the same steps.  Please email Cory to schedule a time to pick up the card and let him know you will provide a paper copy approval
3. Pick Up the P-Card from MJIS 3001
· When you arrive at the Front Desk, Cory will verify that he has the necessary approvals. 
· After verification, you will complete the P-Card Sign out Sheet. This includes, Signee Name and signature, Vendor name, and the estimated cost.
· No need to pre-print your Purchase Request Form—Cory can print the transaction documentation for you.
4. Return the P-Card & Submit the Itemized Receipt
· Cory will inform you how to submit your receipt based on the method of purchase: 
· E-receipts: Upload via Purdue TDX and copy Cory at Cwilfong@Purdue.edu in the “Contact” line of the TDX form.
· Physical receipts: Must be handed in directly upon returning the P-Card.
· You may only return the P-Card once you have the itemized receipt for the purchase.

Important Notes:
🔹 P-Cards must be returned promptly.
🔹 All documentation must be complete before a P-Card can be issued.
🔹 You assume full responsibility for purchases made while the card is in your possession.
Revised on: 3/25/2025

