Cornell University  ~~ Office of Credit Card Programs

Cornell University/Tompkins Trust Company Procurement Card Application

	AUTHORIZATION PARAMETERS
	HIERARCHY INFORMATION

	Transaction Limits – Check One
	Level 5
	University
	Cornell

	$500 per transaction -- $5,000 per month
	X
	Level 4
	
	

	Business Service Center Cardholder
	
	Level 3
	
	

	
	
	Level 2
	Department Code
	

	Profile Code:                        (Credit Card Programs’ Use Only)
	Level 1
	Cardholder
	See "Name on Card"


	CARDHOLDER / CAMPUS MAILING ADDRESS                                                           (Each line is maximum 22 characters)

	Name on Card:

   (Use Legal Name)
	

	Additional Line Embossing:
	

	Room #/Building:

  (or street address if off campus)
	

	City:
	

	State:
	

	Zip:
	


	CONTACT AND OTHER CARDHOLDER INFORMATION

	Cornell Default Account:
	L00-0000-0000-000-000

	Employee ID Number:
	__ __ __ __ __ __ __ __ __ __ __

	Business Phone:
	(607) 

	Home Phone:
	

	E-Mail Address:
	    @cornell.edu

	Applicant is:     ___ Faculty       _X__ Staff       ___ Student       ___ Other, Explain: 


	PCARD COORDINATOR INFORMATION

	PCard Coordinator:
	Ann Marie Crowley

	Business Service Center:
	Library Accounting Services

	E-Mail Address:
	Ama8@cornell.edu
	Phone:
	(607) 255-9094


Alternate Default Account:  _____________________________________     (Not for Bank Use)
You must provide an alternate default account only if the primary default account is in fund group 470, 471 or 473.  

	Step 1:  Supervisor Authorization and Initial Approval

	____________________  job and role requires him/her to make frequent, Cornell business-related purchases.  I, therefore, authorize and initially approve the procurement card application for this individual. 

 I agree to:   

a) verify that procedures are in place to ensure the review of all charges made to this applicant’s procurement card;

b) implement procedures to ensure that expenses charged on the procurement card that would normally seem to be for personal use, such as cell phones, are based on the staff member’s job requirements;

c) implement procedures to reevaluate the need for a procurement card whenever a staff member’s job requirements or status changes;

d) read university Policy 3.12, Procurement Card.

   ______________________________________________    ________________________________________   __________

   Print Name of Supervisor or Supervisor’s Direct Designee      Signature                                                                    Date 

   How many purchases do you anticipate this cardholder will make in a given month? _____




	Step 2:  CARDHOLDER AGREEMENT

	Cornell University is pleased to offer you a Cornell University/Tompkins Trust Company VISA procurement card, (also known as a “Purchasing Card”, hereinafter “procurement card”).  It is to be used exclusively for Cornell business purposes.

I, ____________________, hereby request for legitimate Cornell business purposes only, a procurement card.  I understand that this card is restricted to individuals whose job requires them to make frequent, business related purchases.  I have completed the online training.  I confirm that I have read University Policy 3.12, Procurement Card and understand its terms and conditions. 

 As a Cardholder, I understand that

a) use of the procurement card is prohibited for any personal expense and such use is governed by University Policy 3.6, Financial Irregularities, and may result in termination of employment or other disciplinary action; 

b) use of the procurement card for any personal expense with the intention to reimburse Cornell is prohibited;

c) my supervisor or his/her direct designee must authorize and initially approve this application;

d) Cornell will audit the use of the procurement card;

e) Cornell may terminate my use of the procurement card at any time for any reason.

f) The terms of this agreement and University Policy 3.12, Procurement Card, supersede any inconsistent terms contained in any bank materials (e.g., cash advances are prohibited).   

As a Cardholder, I agree to 

a) submit my procurement card receipts, with business purpose noted, as necessary, to my procurement card coordinator within 10 calendar days of the transaction;

b) report immediately a lost or stolen procurement card to my procurement card coordinator and to Tompkins Trust Company (607-273-3111);

c) review my monthly statement to verify the accuracy of charges and report errors on my statement to my procurement card coordinator; 

d) attempt to resolve statement errors by following the procedures outlined in University Policy 3.12, Procurement Card; 

e) comply with the terms and conditions of this agreement and University Policy 3.12 Procurement Card, as revised from time to time;

f) return the procurement card to Cornell University immediately upon request, transfer to another unit or termination of employment;

g) contact any vendor I have previously authorized to bill my card for automatic charges, in the event that my procurement card becomes inactive;

h) reimburse Cornell University for any personal charges made in violation of University Policy 3.12, Procurement Card.   

________________________________________________________________     ________________

        Applicant Signature                                                                                                      Date




	Step 3:  Unit Approval – applications must be approved by the unit’s account approver. 

	  _Linda M.  Westlake_________________________    ___________________________________   _________

  Print Name of Unit Account Approver                                        Signature                                                                    Date

  _Director, Accounting Services__________________

  Title




Step 4:  Forward completed application for final review and 

              approval to the Procurement Card Administrator:
Credit Card Programs








Division of Financial Affairs








341 Pine Tree Road 

· Type or print neatly.  Illegible applications will be returned.

· Applicant must attach the e-mail confirmation they received after completing the online pcard tutorial.

          Updated 2/04 
