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Purchasing Card Application Form
Please complete this application form, together with the Employee Agreement and Authorisation of Product areas form.  Completed and signed forms should be emailed to purchasingcards@hud.ac.uk
Please note that the card, personal identification number (PIN) will be sent to your home address.  Please ensure that you advise the Administrator of any changes as soon as possible. 
You will also need to complete the Lloyds Bank Purchase Card Application Form, which can be found on the Purchasing Card page in Financial Services.
	Full name of proposed cardholder
(title /first name and middle names/surname
	

	School / Directorate:
	

	Email address of the applicant: 
(nnnn@hud.ac.uk)
	

	Head of School /Directorate /Service:
	

	Monthly Transaction Limit £ 
(To be completed by Dean/Head of Department /Director)
	

	Will the card be primarily used for travel?
	Yes / No (delete as appropriate)

	Why do you require a card?

Indicate why you require a card, the type of goods/services expected to be purchased, and the frequency of use expected.  

Please provide as much detail as possible to support your application.
	

	Who will be coding the card transactions? 
Please provide the coder’s details if not the card holder.
	

	Authorising manager (line manager)
	

	I confirm that I have read and understand the purchasing card policy.

	Name:
	

	Signature:
	





Declaration of Dean/Head of Department /Director
I confirm that the above-named member of staff is authorised to apply for a University of Huddersfield Purchasing Card.  
I confirm that the card will be reviewed each month to ensure that the expenditure incurred is only for appropriate purchases and complies with the University’s policies and procedures.
	Name:
	

	Signature:


	

	Date:
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Authorisation of Merchant Category Codes
Please indicate the categories of goods or services which are to be authorised for this application.  Cards that are to be used for travel will only be authorised for the “travel” category.
	Name of the proposed cardholder
	


Standard categories available to all Cardholders (tick all that apply)
	☐	06. Catering and catering supplies
	☐	23. Mail and Courier Services

	☐	08. Training and educational
	☐	27. Travel – Air/Rail/Road

	☐	11. Business clothing and footwear
	☐	28. Auto Rental

	☐	12. Mail Order / Direct Selling
	☐	29. Hotels and accommodation

	☐	17. Clubs / Associations / Organisations
	☐	30. Restaurants and Bars

	☐	18. Statutory Bodies
	☐	31 General Retail and Wholesale

	☐	19. Office Stationery, equip. and supplies
	☐	32. Leisure Activities

	☐	21. Print and advertising
	☐	33. Miscellaneous

	☐	22. Books and Periodicals
	
	


The following categories are limited, based on business need:
	☐	1. Building Services
	☐	13. Personal Services

	☐	2. Building Materials
	☐	14. Freight and Storage

	☐	3. Estate and garden Services
	☐	15. Professional Services

	☐	4. Utilities and Non Automotive Fuel
	☐	20. Computer Equipment & Services

	☐	5. Telecommunication Services
	☐	24. Misc. Industrial /Commercial Services

	☐	7. Cleaning Services and Supplies
	☐	25. Vehicles, servicing and spares

	☐	9. Medical Supplies and Services
	
	


The following categories will not be available to any cardholder: 26: Automotive Fuel, 34: Cash, 16: Financial Services, 10: Staff-temporary recruitment.
Proposed by Dean / Head of Department / Director:
	Name:
	

	Signature:


	

	Date:
	



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

	Signature:


	

	Date:
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Purchasing Card Employee Agreement
I agree to comply with the following terms and conditions of card use:
· I understand that I am being entrusted with a University purchasing card and will be making financial commitments on behalf of the University of Huddersfield.
· I understand that the University is liable to the card provider for all the charges made on the card.
· I agree to use this card for University business purchases only and agree not to charge personal purchases to the card.  If I unintentionally charge personal purchases to the card, I will notify my manager and the Administrator immediately and reimburse the University.  If I fail to reimburse the University within two weeks of the transaction, I hereby give authority for the amount to be deducted from my salary.
· I agree to never let someone else use my card or its details to make a payment.
· I agree to place orders with approved suppliers and in line with the University’s Procurement Policy
· I understand that the University will audit the use of this card and will take appropriate action on any discrepancies.
· I will follow the established procedures for the use of the card.  I understand that failure to do so may result in either revocation of my use privileges or any other disciplinary actions, including termination of employment.
· I have received a link to the Purchasing Card Policy, I understand the conditions of the card’s use, and I undertake to comply with all requirements.
· I agree to provide a mobile phone number that is solely used by me, for security purposes.
· I agree to cut the card up upon termination of employment.  Should any organisational change cause my purchasing requirements to change, I agree to my card being closed or will seek authorisation to continue use.
· If the card is lost or stolen, I agree to notify the Card Issuer immediately by telephone and notify the University by email to  purchasingcards@hud.ac.uk as soon as possible thereafter.
Employee
	Full name:
	

	Signature

	Job title:
	

	



	Date:
	
	


Authorising Manager (line-manager).
	Full name:
	

	Signature

	Job title:
	

	



	Date:
	
	


Processing: Purchasing Card Administrator
	Full name:
	

	Signature

	Job title:
	

	



	Date:
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Amendment to Purchasing Cardholder Limits
Complete this form and send 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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