PCARD APPLICATION & USE AGREEMENT

Complete all fields, print, sign and submit to the PCard Administrator, Purchasing Office
(Cardholder:  Retain a copy for your records)
	Employee Cardholder’s Name (as shown on payroll)



	Department


	Campus Mailing Address

(Insert Mail Stop)

2420 Nicolet Drive 
Green Bay, WI 54311-7001

	Person/Employee ID Number (8 digits) 
	Campus Phone Number 
______________________
Campus E-Mail Address
_____________________@uwgb.edu
	Single Transaction Limit (up to $5000)

$_______________
	Biweekly Transaction Limit 

$_____________

	ACCOUNT (4)
	FUND (3)
	DEPARTMENT (6)
	PROGRAM (1)
	PROJECT/GRANT (7)


The PCard is intended for best judgment purchases (up to $5000).  Purchases made with this PCard must comply with Department of Administration and University of Wisconsin procurement policies and procedures as stated in the State Procurement Manual, the State Accounting Manual and the UW-Green Bay PCard Manual.

The PCard MAY NOT be used for cash advances (ATM machines) or to purchase non-business/personal items, and other items as specified in the PCard User Manual.

If the card becomes lost or stolen, the cardholder must IMMEDIATELY NOTIFY U.S. Bank (800-344-5696) and campus PCard Administrator (x2693).

When a cardholder terminates employment with the University or transfers to another department, the department head or a designee must reclaim the PCard and return it to the PCard Administrator.

Non-adherence to any of the above procedures may result in revocation of individual cardholder privileges and potential disciplinary action, and may result in revocation of all PCards for that department.

As an applicant/cardholder of a State of Wisconsin PCard, I understand the responsibility for the protection and proper use of this PCard as detailed above and in the guidelines outlined in the State Procurement Manual, the State Accounting Manual and the University of Wisconsin-Green Bay PCard User Manual.

Transaction Management allows cardholders to reallocate charges to other departmental budgets than the one associated with the PCard.  You can also access bank statements online.  

Please state whether you want an account set up for Transaction Management ___YES___NO______________Other

	Applicant/Cardholder Signature
	Date Signed


Supervisors are responsible for comparing receipts to the bank statement submitted by the Cardholder and verifying the purchases are for University business.  Then sign and date bank statement to acknowledge review.  Notify the PCard Administrator immediately of fraudulent transactions or misuse by a cardholder.

I approve the issuance of a State of Wisconsin PCard to the above-named employee and acknowledge the overall responsibility for the proper use of the PCard.

	Supervisor Signature
	Supervisor Name (Printed or Typed)
	Date Signed


	PCard Administrator Signature
	Date Signed
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