CREDIT CARD USE FORM (2011-12)
· The Credit Card should only be used as a last resort and will only be granted if it can be shown that a reimbursement would be impractical.

· Please submit this form AT LEAST TEN business days before the date of the event to Andrew Le, SBA Treasurer.
· This form must be dropped off at the SBA Office or put into Andrew Le’s folder behind the sidebar. If this form is left in the student folder, please give notice to the treasurer by sending an email to lea@seattleu.edu.

· Credit Card usage is ONLY permitted to book Hotel or Airfare after approval by SBA Budget Committee.

· Please attach information regarding the hotel or airfare (estimated cost, etc).

· Regarding Hotel: Please contact the hotel and procure a credit card authorization form if possible.  The business office will fill out the form and fax it back to the hotel on your behalf.

· Regarding Airfare: After finding the tickets of your choice you should have 24 hours to hold the price.  Take this form (signed by Andrew Le) to Carmelita Krasucki in the business office.  She will book the fare for you.
· IMPORTANT NOTE: You MUST submit an invoice to Andrew Le after the event (i.e. total of charges at the hotel OR confirmation of cost for airfare).  If you fail to do so, then your organization’s credit card privileges may be revoked.
Today’s Date:
___________________________________
Amount Total:
____________________________________

Organization:
___________________________________
Org. Acct No.:
____________________________________
Name of Event:
______________________________________________________________________________________


Part of Budget or Conference Request?  (Y/N):
_______

Student Coordinator:
______________________________________________

Description of Event:

	Signature





SBA Approval:





Signature ____________________________________________________________________________


		Andrew Le – SBA Treasurer








