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ADMINISTRATION AND FINANCE 
 

Administrative Services 
Martin Hall, Room 178, Phone:  482-6236 
The Office of Administrative Services oversees personnel, and payroll matters. 
 
Bank of America VISA Travel Card 
Purchase of contract airfare requires the use of an individual Bank of America VISA Travel Card.  
Applications are available in Martin Hall, Room 178. 
 

La Carte Purchasing Card 
Martin Hall, Room 123, Phone:  482-6239 
UL Lafayette has entered into an agreement with the State of Louisiana and the Bank of America 
to participate in a purchasing card program called the La Carte Purchasing Card.  The card is used 
to manage purchasing and accounting by enabling employees to purchase items with the 
convenience of a credit card while maintaining control over purchases. 
 

The card enables cardholders to purchase non-restricted items directly from vendors without 
requisition, letter of authorization, or purchase order.  Contact Purchasing, 482-6243, for 
information on procedures and applications. 
 

State of Louisiana Travel Rules and Regulations  
Martin Hall, Room 184, Phone 482-6236 
www.state.la.us/osp/travel/traveloffice.htm 
See website for current travel rules and regulations. 
 
State Travel Office/Louisiana Travel Guide 
www.doa.louisiana.gov/osp/travel 
See website for detailed or specific travel regulations.   
 

Request for Official Travel and Travel Expense Reimbursement Form 
Travel Clerk, Martin Hall, Room 184, Phone:  482-6236 
Any University employee who will travel on University business must submit a Request for 
Official Travel Form at least two weeks prior to departure.  Individuals without an approved 
Request for Official Travel will be personally responsible for all expenses incurred.  After 
completion of travel the employee should fill out a Travel Expense Reimbursement Form.  
Copies of both follow. 
 
Request for international travel (any travel outside contiguous 48 states) requires approval 
through the President and Board of Supervisors and must be submitted at least a month in 
advance. 
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Request for Official Travel 
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Travel Expense Reimbursement  
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Wage Payroll Voucher 
Martin Hall, Room 184, Phone:  482-6236 
Wage Payroll Vouchers are used to pay for professional services (contract employees such as off-
campus speakers, consultants, and hourly workers hired for a temporary period) and for casual labor.  
Hiring off-campus consultants requires administrative approval through the President. 
 
Wage Payroll Voucher 
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Financial Services 
Martin Hall, Room 163, Phone:  482-5881 
Financial Services oversees matter related to grants, and the Bookstore. 
 

Direct Charge  
Martin Hall, Room 184, Phone:  482-6236 
A Direct Charge form is used when requesting payment for services or items received or for 
prepayment of books, membership dues, subscriptions to magazines, etc. A Purchase Requisition is 
not to be used for this purpose. 
 
 

Direct Charge Form 
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Petty Cash Voucher Forms 
Martin Hall, Room 120, Phone:  482-6252 
Petty Cash Voucher Forms Completed 
Martin Hall, Room 184, Phone:  482-6236 
This method of obtaining goods and services should be used only when it is impossible to follow the 
normal purchasing procedures and when an extreme emergency exists. 
 
The total amount of goods or services shall not exceed $25.00 without prior approval from the 
Comptroller’s office. 
 
Reimbursement will not be made if department budget is expended. 
 
Whenever items are being purchased, a receipt marked paid from the vendor must be attached to this 
voucher. 
 
Petty cash reimbursement will only be given to the individual requesting reimbursement unless 
written approval has been obtained from Office of Administrative Services.
 
Petty Cash Voucher 
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Purchase Requisition Form and Instructions 
Martin Hall, Room 123, Phone:  482-6243 
Under $1,000, fill out Purchase Requisition and the Purchasing Office issues a Letter of 
Authorization.  Over $1,000, get three bids, attach the Purchase Requisition, or the Purchasing Office 
can get the bids for you.  Over $5,000 the Purchasing Office must get bids. 
 
Purchase Requisition Form  
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INSTRUCTIONS - HOW TO COMPLETE THE REQUISITION FORM  
 
 
A standard University Purchasing Requisition form (copy attached) is used to request the Purchasing 
Department to order materials and contract for services.  The University will assume no obligation except on a 
duly authorized Purchase Order or Letter Authorization.  The following will facilitate the processing of 
requisitions for your department and will enable the Purchasing Department to expedite your request.  
REQUISITIONS NOT COMPLETED PROPERLY WILL BE RETURNED TO THE ORIGINATING 
DEPARTMENT WITHOUT FURTHER PROCESSING… 
 
A. DEPARTMENT:  
 Enter originating department. 
 
B. CONTACT PERSON: 
           Enter individual’s name within your department who can be contacted to answer 
 pertinent questions about product(s) or service(s) being requested. 
 
C. TELEPHONE EXTENSION:  
 Enter telephone number of contact person. 
 
D. DATE:  
 Enter date requisition is typed. 
 
E. ITEM NO:  

Number each item in sequence beginning with number “1”, double spacing between each item.  If 
more space is needed, attach another sheet (s) marked “REQUISITION NO. CONTINUED”  (NOT 
ANOTHER REQUISITION).  Don’t forget you will need an original and two (2) copies.  

 
F. QUANTITY AND UNIT:  

Show how many of each item is requested.  The quantity unit of an item must also be supplied such as 
1 only, 1 pkg, 1 bu, 1 crtn, 1 case, 1 lb, 1 doz, 1 ft. 1 yd, 1 copy, etc.  
 

G. DESCRIPTION AND COMPLETE SPECIFICATIONS:  
Name and describe each item in detail.  Name the item FIRST, then give a detailed specification.  
Enter catalog number and trade name, if known, at the end of the description.  Detailed specifications 
will effect better competitive bids and insure the purchase of the quality, merchandise desired and/or 
will serve as a basis for rejecting merchandise delivered not meeting the specifications.  In special 
cases when a substitute is not acceptable, a statement giving the reasons for this request MUST 
BE SHOWN in this section stating unique features and why they are needed and why competing 
products will not be satisfactory. 
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H. UNIT PRICE: 
Enter the probable unit price.  If written quotations were obtained, attach to white copy of requisition. 

 
I. AMOUNT:  

Extend the quantity times the unit price and enter the product in this column.  
 
J. PURPOSE: 

Enter the general purpose of the item(s) if this is not evident from the description.  Specific projects 
should be identified. 

 
K. TOTAL:  
           Enter estimate of total expenditure for this requisition. It is very important that an                  
           estimate of total costs be given so that Administrative Services knows upper limits of 
           this expenditure. 
 
L. NAMES AND ADDRESSES OF VENDORS: 

List as many sources for item requested as possible.  List complete names and address including zip 
codes. 

 
M. ‘FUND’   ‘APP’N’   ‘SEC’   ‘ACT’   ‘EXP CODE’:  

Enter complete appropriate account number, including the prefix number or letter and the object 
classification.  All items of same category should be submitted on one requisition.  Items of different 
categories are not to be submitted on the same requisition. 

 
N. REQUESTED BY-APPROVED BY: 

Authorized person must sign in order to validate the requisition.  Stamped signature not desirable but 
if used should be countersigned, not initialed by authorized person. 

 
O. FUNDS AVAILABLE:  

Completed requisition forms, yellow and white copies, are to be forwarded to Administrative Services 
for approval of funds, then forwarded to the Purchasing Department for processing.  The pink copy is 
retained by the originating department, except for Bookstore purchases….  

 
FOR ADDITIONAL INFORMATION: 
 
The Purchasing Department personnel will assist with any additional information needed to locate sources 
of supply, furnish cost estimates, specifications, etc.   
 
Also, if information is desired concerning a system of filing requisitions and orders, the personnel of the 
Purchasing Department will be glad to assist you. 
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Restricted-Account Graduate Assistants 
Administrative Services-Human Resources, Martin Hall 175, Phone:  482-6242 
Indicate the time period to be worked by the graduate assistant.  Instructions are listed at the top of 
the form, and additional assistance is available in Administrative Services.  
 
Restricted Account Graduate Assistants 
 

 
 


