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INTERNAL APPLICATION FORM TO OBTAIN A PURCHASING CARD

Purchasing cardholder applicants must carefully read and fully understand the Purchasing Card Policy before completing the internal application form.
The Purchasing and Corporate Cards Privacy Notice provides guidance on how we use your data Privacy Notice. 
Eligibility for a Purchasing Card
Please refer to the eligibility for a Purchasing Card in the Purchasing Card Policy.

Only staff who are an Agresso Purchasing Officer will be able to become a Purchasing Cardholder on behalf of the University.

Please note that honorary and affiliate members of staff, students and the Purchasing Card administrators do not have permission to hold a Purchasing Card on behalf of the University.

All Purchasing Cardholders must have access to a work or personal mobile phone.  The University will not provide a mobile phone for the sole use of having a Purchasing Card.

You can find responses to Frequently Asked Questions.
Training

You will be required to complete the following Moodle Training:

· Anti-Bribery & Corruption training

· Good Use of a Purchasing training 

· Purchasing Card – MiVision Transactions coding training 
You should also complete the Purchasing Training exercise.
Amazon
All Purchasing Cardholders must register on the University Amazon Business Account.  Please check the information available on our webpage and complete the training prior to submitting your Purchasing Card application or soon after,  

· Amazon Business Account training

Application process
Step 1: UofG internal application form 

The Card Administrator will send for approval to the Head of Procurement.

Step 2: HSBC bank application form 

The Card Administrator will send you an invitation request to complete the HSBC bank application form.

Once the training has been completed, email your internal application form to the Card Administrator for action Marylise.Tate@glasgow.ac.uk 

Declaration:

I hereby confirm that I have read and understood the responsibilities and duties on the use of a Purchasing Card and would like to apply to become a Purchasing Cardholder.

In doing so I also recognise that:

· I am being entrusted to make financial commitments on behalf of the University of Glasgow.

· I will sign the card immediately upon receipt and will keep the card in a secure place.

· The card remains the property of HSBC and they or the University may revoke or reclaim the card at any time for any reason.

· I will undertake all training required for the Purchasing Card application and the Amazon Moodle training.
   INTERNAL APPLICATION FORM 
    Please tick the box to confirm to confirm that you have read the Purchasing Card Policy and understand your responsibilities and the use of a Purchasing Card.    FORMCHECKBOX 

	Cardholder


	 Name

 (Print name in block capitals)

 

	
	 Email ID



	
	 GUID

	
	 Staff No

	
	 Mobile No 

 (Mandatory)

	
	 College/School/Service

	
	 Signature

	 Line Manager 

	 Name

 (Print name in block capitals)

 

	
	 Email ID

	
	 GUID

	
	 Staff No

	
	 College/School/Service

	
	 Signature

	 Purchasing Cardholder Eligibility
 Must be an Agresso Purchasing Officer
	Are you a permanent member of staff?
	 Yes / No

	
	Are you an Agresso Purchasing Officer?
	 Yes / No

	 Card Single transaction limit requested: 
  £……..
	 Card Monthly limit requested:     
  £…….

	If the monthly limit requested is > £5,000, 
the Head of Finance for your College/Service is required to provide a justification and sign this form.
	Justification from Head of Finance: ……………………………………………………………………………………………………………………………………

	
	 Head of Finance Name:
 (Print name in block capitals)

   
	 Head of Finance Signature: 


	 Date: 



 I, hereby agree that a Purchasing Card should be issued to the above named in accordance with the Purchasing 
 Card Policy. 

	Head of School or Director of Professional Services (if applicant based in a College)    
Or 

Head of Service (if applicant based in University Services)

	 Name:
 (Print name in block capitals)

	Head of School / Director of Professional Services / Head of University Service
Same as above

	 Signature: 


	 Date: 


FOR PROCUREMENT OFFICE USE ONLY

 Approved by:
	Head of Procurement

Josephine Gallagher
	 Signature: 


	 Date: 


PR20-009-I
           




Procurement Office

Release Date:  January 2025
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