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Verification of Pro Card Purchases 

• For Food & Beverage Purchases: 

o A receipt is required to be submitted to the Finance Team along with a description of the event 

o  If there are less than 15 attendees at the event, a list of the participants must also be provided to the Finance 
Team 

o An email from the employee’s Director indicating prior approval of the purchase will also be submitted 

• Travel & Professional Development and Computer Purchases: 

o A receipt is required to be submitted to the Finance Team 

o An email from the employee’s director indicating prior approval of the purchase will also be submitted 

• All Other purchases 

o A receipt is required to be submitted to the Finance Team 

All Other Reimbursements (including personal credit card use): 

• For Food & Beverage Purchases: 

o A receipt is required to be submitted to the Finance Team along with a description of the event 

o  If there are less than 15 attendees at the event, a list of the participants must also be provided to the Finance 
Team 

o An email from the employee’s Director indicating prior approval of the purchase will also be submitted 

• All Other purchases 

o A receipt is required to be submitted to the Finance Team 

o An email from the employee’s manager indicating prior approval of the purchase will also be submitted 
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