
P-CARD PROCESSPLAN GUIDELINES 
When submitting pre-approval request via ProcessPlan use the following guidelines depending 
on the type of request.  

1. NOTE: One vendor/order per request 
2. Enter Requestor First and Last Name, Requestor Email Address, Requestor Phone Number 

or VSU extension. 
3. Enter Department the pre-approval request is for 
4. Enter Purchase Description: This should define a high level description of what is being 

https://www.valdosta.edu/administration/finance-admin/financial-services/procurement/purchasing/forms/employee-provided-clothing-form.pdf
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