On January 2, 2008, cardholder John Dough purchases a textbook for $100 from Amazon.com.
· The text is for use by an instructor for the spring semester of ACCT999. 
· The Amazon vendor is out-of-state and has not charged sales/use tax on the purchase.
· The vendor charges $5 for shipping and handling.  
· John has the following documents: screen prints describing what was purchased, the shopping cart, and the payment confirmation screen, just in case the vendor doesn’t send any documentation. 
· The book arrives as promised on January 12, 2008, with the invoice showing a zero balance.

At the end of the month, John completes the Purchasing Card Transaction log:
· with his name (field 1), 
· the Agency/Orgn (field 2), 
· only the last 4 digits of his card number (field 3), 
· the Cycle month (field 4), 
· the Transaction date (field 5), 
· the Vendor name (field 6), 
· the description of goods (“what”) and purpose (“why”) (field 7),
· the cost of goods purchased (field 8)
· the cost of goods purchased that is subject to use tax (field 9), and 
· the shipping costs (field 13). 
· Fields 12 and 14 are automatically calculated.  
· Field 10 is left blank because the purchase is not exempt from use tax.
· Field 11 is left blank because sales tax was not paid on the purchase.
· Field 15 is left blank because the purchase was not travel related.

John attaches the original invoice, then signs and dates the transaction log (field 16) and submits it to Jane D’Oh, his Purchasing Card liaison, by February 10th. 

Jane verifies that:
· the purchasing card transaction log is complete and accurate,
· the invoice is attached, and
· the purchase was appropriate and charged to the correct account. 

She then signs and dates the Purchasing Card Transaction Log. 

Jane is the liaison for two departments with two purchasing cards each. Once Jane’s other cardholders submit their Purchasing Card Transaction Logs to her by the 10th of the month, she completes the DEPT/UNIT cycle End Use Tax Liability Report:  
· cycle month (field 1),
· the Department (field 2),
· her name (field 3),
· her telephone number (field 4),
· her fax # (field 5), and
· each Department/Unit (field 7) with each Cardholder name (field 8). 
· Field 6 shows the e-mail address to send the final document.

Jack Doe had both purchases and returns on his card for the month, so the totals from his transaction log are listed separately (fields 9a and 12a). The DEPT/UNITs are subtotaled in fields 9b and 12b. 

Jane double checks the column totals, signs and dates the transaction log. She prints off a copy for her own records and e-mails the report to usetax@nau.edu (field 6) by February 18th. 
