PROCUREMENT -       Purchase Card Request Form

	Proposed Card holder Name 
	

	Cardholder job title 
	

	If cardholder recently joined the University, please specify if mid probation review has been completed 
	Y/N

	Card Holder Resno: (Person Id from Person Finder)
	

	Default Project Code for card transactions:
	

	Name of Department:
	

	Name of Head of Department or 
Director of Administration (Faculties):
(required for authorisation to issue a card) 
	

	

	USE OF A UNIVERSITY PURCHASE CARD 
Purchase cards should only be used for payment where the University’s primary method of purchasing, via Agresso requisition, will not be accepted by the supplier.  

	1. Do you have a current card holder in your department (if so please name)?) 

	2. Would there be any requirement to take this card off-site? 
If yes, please state reason.- 

	3. Do you have access to raise requisitions on Agresso? 

	4. Have you completed the University’s Requisitioner training?
i. Procurement Requisitioner Training (Moodle)?     
ii. Agresso Purchase to Pay Training?                              

	5. What goods and services do you wish to buy on the card?
N.B. Before making a purchase using a purchase card you must check if the order can be fulfilled by a contracted supplier, see http://www.bath.ac.uk/purchasing/services.bho/index.html and if payment can be made via purchase order/invoice through Agresso



	6. How are these goods and services currently purchased?
               

	7. Approximately how many transactions do you estimate you will carry out in the next year?


	8. Can you estimate the monthly value of the goods and services you wish to purchase using the purchase card? 

	9. Do you know if the goods and services you wish to buy are covered by an existing contract or framework agreement (see http://www.bath.ac.uk/purchasing/services.bho/index.html) 


	Next steps
Please return this form to procurement@bath.ac.uk  for the attention of the Purchase Card Administrator who will propose card limits and contact your Head of Department for authorisation to issue a card. 

	AUTHORISATION TO ISSUE A UNIVERSITY PURCHASE CARD  (Procurement use)


	Proposed monthly spend limit     £
	Proposed single transaction limit     £

	Head of Department Print Name/Position:     

	Head of Department Authorisation (type name to sign):
 

	Date:

	Procurement Authorisation: (Proc use only)
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