Request to use the WA Trust - (Costco) Card
THIS FORM MUST BE USED WHEN REQUESTING TO USE THE WA Trust/COSTCO (membership) card.
CHECK OFFLIST:

· SUBMIT THIS REQUEST TO USE THE VISA-WA Trust & (Costco Membership) CARD 
Attach this “Request to use VISA-WA Trust (Costco) Card” as an attachment to Tina Olson.  
Please allow 3 – 5 business days to process your request.

· RECEIVE APPROVAL TO PROCEED TO PURCHASE ITEMS

Once this request has been approved for purchasing you will receive an email back from Tina (this is your approval to proceed to create a requisition).  The email will have further instructions on how to proceed with processing a requisition, checking out the credit card, purchasing items, and returning the card.
Today’s Date:  2/14/20     

      FORMCHECKBOX 
 ASB  or    FORMCHECKBOX 
 GENERAL FUND
Requestor:       
Employee requested for:        (employee name)
Employee requested for building location:   FORMDROPDOWN 


Who will pick up the credit card?           FORMCHECKBOX 
 Requestor    or      FORMCHECKBOX 
 Employee Requested for

Vendor you are purchasing items from:   FORMDROPDOWN 

For Other:      





Amount to set aside (including shipping & sales tax) $      



The card will be used for:   FORMDROPDOWN 
 
Brief description of purchase/hold:        
When purchasing items at Costco you must pick up the Costco Transferable card and the WA Trust (VISA) credit card from the District Office.

Date requested to pick up WA Trust (VISA) & Costco Membership card:              

Accounts Payable only:                                                    
Card #: ________________     


   
□ Memorandum of Understanding on file   


      
□ Emailed Requestor   Date _______ Initials ______  

□ Emailed Tia
Check Out:  
□ PO

□ Agenda
□ Participant List

□ Debarment (Fed 24 38 51 52 53 64 98)
Check In:  
□ Receipts 
From Tia:  
□ Snack and Meal Authorization
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