Oakland University

Purchasing Card Application and Agreement Form

(Print on line above description)

	Check If New Card: 
	 FORMCHECKBOX 
 
	If Change To Current Card, Enter Last 6 Digits Of Card Number.
	     

	     
	
	     

	Name of Cardholder (Printed)

     
	
	OU E-Mail Address

     

	Department & Position Title
     
	
	Name of Supervisor

     

	Campus Address

     
	
	Reviewer (if different from supervisor)

	
	
	     
	    

	Campus Telephone Number 

$5,000
	
	Fund Number          Cardholder SSN (Last 4 digits)
$

	Limit per Transaction

(Not to exceed $5,000)
	
	Monthly Credit Limit

(Not to exceed $10,000 unless authorized)


The cardholder will follow all Purchasing Card rules, policies and procedures, including without limitation, Administrative Policy #1020, as established by Oakland University and/or the Purchasing Card bank.  Failure to do so may result in revocation of individual privileges and cancellation of the Purchasing Card.

The Purchasing Card is to be used only by the named cardholder and is not to be loaned to another person.  If a cardholder’s employment with the University is terminated, the cardholder’s department must reclaim the Purchasing Card and return it to the Accounts Payable Department prior to the employee’s termination date. 

The cardholder must not make personal purchases using the Purchasing Card even if the cardholder subsequently reimburses the University for such purchases.  All purchases must be for authorized University expenses.  The cardholder must not use the card for items specifically prohibited in the “Procedures for Purchasing Cards”.  UNAUTHORIZED USE OF THE PURCHASING CARD IS PROHIBITED AND SHALL BE SUBJECT TO FORMAL DISCIPLINARY MEASURES.  

If the Purchasing Card is lost, the cardholder is responsible for notifying the Purchasing Card bank and the University’s Accounts Payable Department immediately.  If the Purchasing Card is stolen, the cardholder also has the responsibility to contact the University Police Department in addition to the Purchasing Card bank and the Accounts Payable Department. 

The cardholder agrees, upon receipt of the monthly statements from the Purchasing Card bank, to verify the accuracy of the billings and to keep a departmental file of the statements along with the supporting receipts for seven (7) years.  The Purchasing Card receipts must include a description of the items purchased, quantities, prices, and vendors.

The cardholder’s supervisor will review the cardholder’s Purchase Card activity as specified in Policy 1020.

All charges, including interest, will be the responsibility of the University department indicated above.  It is the cardholder’s responsibility to resolve any disputes of charges or credits with the vendor and/or the credit card company.  Monthly charges will automatically be paid by the Accounts Payable Department and charged to the Banner fund number designated above and to the designated account for credit card purchases (currently E095).

As a holder of the Purchasing Card, I accept the responsibility for the protection and proper use of the Purchasing Card, as summarized above, and as more fully stated in University Administrative Policy #1020.











GRANTS:











   
        Alternate Fund
 Signature 




      Date ________________
 (for contingency use by the 



(Cardholder)






 Office of Research Administration)
 Approval 




      Date ________________
 Approval from ORA:  

                (Cardholder Supervisor)




 
 Approval 




      Date ________________  
        (Dean/Director/Executive Officer – NOT required if Supervisor is this level)


Updated December 12, 2014

