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Charity number SC004401

INTERNAL APPLICATION FORM
Taxis Account – Application Form 
Applicants must carefully read and fully understand the Taxi Account use process guidance and eligibility requirements for a taxi account before completing the internal application form. This includes understanding the role and responsibilities of account management. 
This application form is relevant to all taxi companies and not limited to the main Glasgow city contracted supplier. 

The Taxi Account Privacy Notice provides guidance on how your data will be used 
This application must be completed and approved in advance of submission  
· Please complete all questions to support your application

· A response to your application will be sent to your inbox whether your application has been successful or rejected and will be based on the information provided

· As requester, you will be responsible for all bookings, management and maintenance of the departmental account, and be the main point of contact for both internal colleagues and the taxi company

Application Process: 
1. Obtain College / University Services Head of Finance approval that you can proceed with the application for your department 

2. Complete the application form, including approval as per above

3. Submit application to Karen.Mcelveen@glasgow.ac.uk

One you have received your approval you can set up your new account on the Glasgow taxi account website, which can be found here: Glasgow Taxi New Account Set Up 

In the event, an account is opened in error before approval, this will be flagged and inspected by the university with further escalation, as required. 






INTERNAL APPLICATION FORM
[bookmark: Check1]Please tick the box to confirm to confirm that you have read the Taxi Account Use Guidance  and understand your roles and responsibilities, when making taxi bookings on account |_|
To ensure clarity of information, please complete in 
	Requester and Primary Account Holder Name
	

	Job Title
	

	GUID
	

	College / University Services 
	

	School / Department Name
	

	Account Reference
(link to the reason of use)
	

	Work Email Address: 
	

	Office Address: 
	

	Team Mailbox: 

If there is no team mailbox, then secondary contact on the account is mandatory 
	

	Secondary Account Holder Name 
(where no team used is used / provided)
	

	Secondary Account Holder Email Address
(where no team mailbox is used / provided)
	

	Sub Project to be charged

(all costs via this account will to be charged to the one project) 
	

	Per Taxi policy, Taxi Accounts must only be set up and used as an exception. 

Please provide sufficient details to support your application and why an account is required as an exception 








	

	What is the expected frequency of use of taxis? 

(Please specify; for example – ‘We intend to use taxis 3x per week’, “daily use”)







	

	Are the journeys for which this account will be used possible with public transport - Bus/Train/Cycle/Walk etc?

(Please answer: Yes or No)  



	

	· If the above answer is ‘Yes’:
· Provide reason as to why an account is specifically required?

· If above answer is ‘No’:
· Please provide detail as to why is this the case. 



	

	Who would use this account? 

(Please specify, for example – 
· Regular staff who travel on university business 
· Staff who work post 8pm on campus location on a regular basis 
· Disability Services 




	



Approvals: 
	Justification from Director of Professional Services 
	





	Name 
	

	Signature 
(e-signature can be used)
	

	Date 
	



	Confirmation from Head of Finance 
	





	Head of Finance Name 
	

	Signature
(e-signature can be used)
	

	Date 
	





For Finance Office use only: 
	Finance Operations Manager / Deputy Finance Operations Manager

	

	Signature
	

	Date 
	

	Confirmation to: 
	

	Account Number applied: 
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