Business Purpose Template for WORKS*
Cardholders/Reconcilers are encouraged to copy and paste the requirements listed below into the comments section in WORKS and fill in the required information for their food and hotel related P-Card transactions.  
Please see the Cardholder/Reconciler procedures at http://procurement.columbia.edu/purchasing/pdf/pcardCardholderandReconcilerProcedures.pdf for complete details on who is authorized to use their P-Card for food or hotel purchases and the requirements for these types of purchases.  
*The Cardholder/Reconciler is responsible for providing all the information required in the most current version of the P-Card Policies and Procedures for all hotel and food related transactions.  The below template should be verified against the policies and procedures regularly by the Cardholder/Reconciler and updated by the Cardholder/Reconciler as needed.
Food

Date of the event or meeting:

Location of the event or meeting:
Purpose of the event or meeting:

Type of meal (breakfast, lunch or dinner):
Names of attendees (or the number if there are more than 10 names):
Hotel

Name of the guest:
Dates of the stay (check in and check out dates):
Business purpose of the stay:
