
PennState 
PURCHASING CARD SUPPORT FORM  

This form is required with the ServiceNow Reimburse/Reconcile Travel or Goods & Services request. 
Use of this form is optional if cardholder is creating an expense report directly in SAP Concur. 

To Be Completed by Cardholder 
Cardholder Name: 

Vendor: 
Detailed Description:
Include: Who, what, when, where, and why 

Accounts to be Charged 
Cost Object Type* Cost Object # GL Account #/Expense 

Type 
Amount or Percentage 

 Note: See the Crosswalk - GL Account to Concur Expense Types list for the appropriate GL/Expense type. 

IF CREDIT: Original SAP Concur Report Number #: 
IF DUPLICATE CHARGE: Original Document #: 
Credit to Correct Duplicate Document #: 
Comments: 

Note: If submitting to the T&E Hub to create expense report, receipts must be uploaded to the ServiceNow 
Reimburse/Reconcile Travel or Goods & Services request 

Note: If cardholder is submitting their own expense report, receipts are to be uploaded to the expense 
report in SAP Concur. 
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https://pennstateoffice365.sharepoint.com/:x:/s/SAPConcur/ER17qldyvPJCkIw5UNYaW44BgWXVUF0UIGwgS8ASlnPuDg?e=q2BKUm&xsdata=MDV8MDJ8bWFnNTE4OEBwc3UuZWR1fDM5ODRiZWM3Mjk1NzQyMDFlZWJhMDhkZTgxMjc0YTJmfDdjZjQ4ZDQ1M2RkYjQzODlhOWMxYzExNTUyNmViNTJlfDB8MHw2MzkwOTAyMDI5MDkwODU0NDR8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3d&sdata=YmdmZ1JIZnpTejhsUngzL084Q2YwZHNXNnJKTnZGUmhxbXROc0M4ekhwMD0%3d
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