	THE UNIVERSITY OF AKRON

	Procurement Card Application

	Terms & Conditions

	

	The use of the University Procurement Card is limited to expenses authorized by the department and in accordance with University procedures.  This credit card may be used for the purchase of any approved item, in an amount equal to or less than $1,500.00 per transaction.  There will be a monthly limit on this card.  In the future if the limit needs to be changed, please contact the Department of Purchasing.

	

	The purchase of any items with this card that are listed as restricted per the Procurement Card Policy & Procedure Manual, including any items for personal use or consumption (e.g. alcohol, reading material, gum, etc.), is prohibited.  Any unauthorized purchase with the University Procurement Card will be considered an unapproved transaction and the responsibility of the cardholder to reimburse the University.  Violation or misuse of the University Procurement Card may be construed as a theft of University funds and therefore turned over to the University Police for investigation and/or prosecution.

	

	The using department acknowledges that it is responsible for all approved purchases charged against the University Procurement Card.  The department also agrees that it will establish an internal system of accountability to review all purchases made with the University Procurement Card and approve on-line all transactions that fall within the guidelines, as established by the Procurement Card Policy & Procedures Manual and departmental policy.  All original credit card receipts must be logged, filed and retained in the Credit Card Log Envelope (provided by the Department of Purchasing) or scanned and attached to the online PaymentNet transaction file for payment and auditing purposes.

	

	The cardholder is required to review and verify all transactions on-line on at least a monthly basis and report any discrepancies immediately to JP Morgan Chase and the Department of Purchasing.

	

	· 
	If the card is lost or stolen, it should be reported immediately to JP Morgan Chase at 1-800-270-7760 and the Department of Purchasing at 330-972-7340.

	· 
	The using department must log, file and retain all receipts or scan and attach receipts to the online PaymentNet transaction file for payment and auditing purposes.  These records must be retained for 2 years plus the current year.

	

	Cardholder Information

	

	First Name
	     
	Middle Initial
	     
	Last Name
	     

	

	Business Address
	THE UNIVERSITY OF AKRON
	Business Phone
	(   )     -     

	

	Street
	     
	Birth Date
	     

	

	Building
	     
	Email Address
	
	
	@uakron.edu

	
	
	
	@zips.uakron.edu

	

	City, State, Zip
	     
	OH
	44325 -
	    
	Sex
	 FORMCHECKBOX 
 Male
	 FORMCHECKBOX 
 Female

	

	Department Name
	     
	Employee ID #
	      

	

	UA Account Number
	  - 
	
	Mother’s Maiden Name
	     

	

	Supervisor Information

	

	First Name
	     
	Middle Initial
	     
	Last Name
	     

	

	Business Phone
	(   )     -     
	
	Email Address
	      
	
	@uakron.edu

	
	
	

	Will you be going on-line to approve the cardholder’s transactions?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	IF NO, provide the name and email of the individual responsible for approving cardholder’s transactions below:

	

	​​​​​​​​​​​​​​​​​​​​​
	
	
	
	@uakron.edu

	
	
	
	
	@zips.uakron.edu

	Approver’s Printed Name
	
	
	
	

	Credit Limit Information

	

	Credit Limit Requested
	$      
	per month
	$      
	per transaction

	

	Company Information

COMPLETED BY CORPORATE CARD COORDINATOR

	

	Company Name
	The University of Akron                                    
	Hierarchy
	

	
	Department of Purchasing
	

	Company Address
	100 Lincoln Street

	
	Akron, OH 44325-9001

	

	MCC Code
	
	
	Purchasing Approval Date
	

	

	I THE UNDERSIGNED, HAVE READ THE TERMS AND CONDITIONS ASSOCIATED WITH THE USE OF THE UNIVERSITY PROCUREMENT CARD AND HEREBY ACKNOWLEDGE, DURING POSSESSION OF THIS CARD, ALL RESPONSIBILITY FOR USE UNTIL THE CARD IS RETURNED, OR REPORTED, LOST OR STOLEN TO THE DEPARTMENT OF PURCHASING.

	

	

	Applicant Signature
	
	Date
	     

	

	

	Supervisor Signature
	
	Date
	     


Revised 6/2013
