
Grays Harbor College

Purchasing Card Program

DISPUTE FORM
Date    
Last (4) digits of card 

Amount 
Reference#             
Please indicate below the reason for the dispute.  Attach additional pages or documentation as needed. Submit this form to the Purchasing Office with credit card documentation.

Check all that apply:

1. 
Unauthorized transaction. Information pertaining to the cards location during the transaction date is attached.
2. 
Amount authorized differs from the billed amount. 
3. 
Duplicate transaction, previously billed for the same transaction. Date of previous charge   
                                        .

4. 
Credit received for transaction, but credit didn’t post to account.  Proof of credit is attached.
5. 
Merchandise not received, but account charged.  The details of the attempt to resolve the dispute with the merchant are attached.
6. 
Merchandise returned and account charged.  Proof of return is attached.
7.            Other (Describe dispute reason and/or attach necessary documentation).



User Signature






Date


Approving Manager’s Signature




Date
Revised September 2009

