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Purchasing Card Application Request

	Name of proposed card holder:
	

	Department:
	

	Extension number:
	

	Head of department:
	


	Reason for request:




Please complete the relevant which applies to your department:
We already have: 

_________________________________

Petty cash float:          
YES / NO

Other (please specify):
_________________________________
Issue of a Purchasing Card will be subject to approval by the Head of Department and acceptance by the applicant of the Terms of Use which will be issued, signed and agreed prior to releasing the card.
The card may be used to purchase goods and services from the University from suppliers designated by the Purchasing Office as approved purchasing card suppliers (detailed in Terms of Use documents).  Where the University has an approved contract supplier, it is not permissible to use the purchasing card to purchase from an alternative supplier.  Misuse of the card by any member of staff is potentially a disciplinary offence.
I hereby authorise the issue of a University Purchasing Card:

	Signed by Head of Department:
	
	Date:
	      


Please email / post completed form to Linda Stokes, Purchasing and Insurance Office, University House where your request will be reviewed.

