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Amendment to Purchasing Cardholder Limits
Complete this form and send it to purchasingcards@hud.ac.uk
	Full name of cardholder:
	

	School / Directorate:
	

	Why do you require a change to your limit?

Please provide a business justification for the amendment.


	

	Is the proposed change temporary or permanent?
	Temporary (dd/mm/yyyy)
From:
To:

	
	Permanent: (dd/mm/yyyy)
From: 

	Is this a change to the monthly limit?
	Current limit: £
Requested new limit: £

	Is this a change to the individual transaction limit?
	Current limit: £
Requested new limit: £

	Authorising manager (line manager)
	

	I confirm that I have read and understand the purchasing card policy, and I support this change.

	

	Name:
	

	Signature:
	





Proposed by Dean /Director / Head of Department: 
	Name:
	

	Signature:


	

	Date:
	



Head of Procurement approval (or nominated deputy):
	Name:
	

	Signature:


	

	Date:
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