TEXAS TECH UNIVERSITY PROCUREMENT CARD PROGRAM

CARDHOLDER APPLICATION/APPROVAL FORM

Cardholder Applicant’s Name


_________________________________________
Banner employee R#



________________________________________

Cardholder job title



_________________________________________

Last four digits of social security #


_________________________________________

Cardholder E-Mail Address


_________________________________________

Department Name



_________________________________________

Department Address



_________________________________________

City, State, Zip Code (if not Lubbock)

_________________________________________

Banner FOP (Not SPAR or State)


_________________________________________

Reconciler Information






Name:


_________________________________________

Dept Phone:

_________________________________________




email:


_________________________________________


I understand that I will have to attend a training class, agree to follow the procedures as per Texas Tech University’s Procurement Card Program Guide and as per the departmental delegated authority and sign the Cardholder’s Procurement Card Agreement before a Procurement Card will be issued.  Upon the issuance of the card, I understand that the improper use of this card may result in personnel action, criminal charges, or both.


APPLICANT’S SIGNATURE



DATE
_________________________________________

_________________________

DEPARTMENT HEAD/FINANCIAL MANAGER


I hereby approve the applicant, listed above, to be issued a Texas Tech University Procurement Card.  I agree the Banner FOP will have funds that will be sufficient to pay any and all charges made by this individual.  I have assigned the duty to assure monthly reconciliation of all statements will be done as required and all documentation retained.  I understand that the improper use of this card may result in personnel action, criminal charges, or both.

DEPARTMENT HEAD/FINANCIAL MANAGER SIGNATURE

DATE
____________________________________________

_________________________

2/16/2009
