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About this form

This form should be used to request a Departmental Travel Card in accordance with the Departmental Travel Card Policy and Procedures.

· The member of staff requesting a card should complete Section 1.

· The Head of Department / Director should then complete Section 2.  

· The member of staff should retain a copy and forward the original, to Finance at Pcard@strath.ac.uk


Section 1:  To be completed by member of staff requesting a card

Staff details:
	Name
	

	Department
	

	Telephone
	

	E-Mail
	



Declaration: 
· I request a Departmental Travel Card.
· Purchases made on the card should be charged by default to the following budget: 

	Cost Centre (e.g. 12345): 
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Sub Project (e.g. ABC1234-123): 
	
	
	
	
	
	
	
	-
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Activity (e.g. 100): 
	
	
	
	
	
	
	
	
	
	
	



· I anticipate that my use of the Departmental Travel Card will be as follows:

	Types of transaction ( please specify)
	

	
	

	
	



· [bookmark: _Hlk190777352]I understand and agree that the card can only be used for legitimate University business Travels and the issue of a Travel Card does not change the requirement for me to comply with the University’s Financial Regulations  and Procurement guidelines.
· I have read and understood the University’s Departmental Travel Card Policy and Procedures.  
· I understand that if I do not adhere to these policies and procedures, my card will be revoked.
· I understand that deliberate misuse of the card will result in disciplinary action. 

	Signature
	SIGN HERE

	Date
	DD MM YYYY




Section 2:  To be completed by the Head of Department / Director
· I approve this request for the issue of a Departmental Travel Card to a member of my Department, in accordance with the Departmental Travel Card Policy and Procedures.
· I understand and agree to my responsibilities as Head of Department / Director to oversee the ongoing use of the card under the Departmental Travel Card Policy and Procedures.

	Name
	PRINT NAME

	Signature
	SIGN HERE

	Date
	DD MM YYYY





For Finance use

	Received in Finance 
	DD MM YYYY
	
	INITIALS

	Approved and logged in database
	DD MM YYYY
	
	INITIALS

	[bookmark: _Hlk210054034]Bank Application submitted to Dept
	DD MM YYYY
	
	INITIALS

	Bank Application received from Dept
	DD MM YYYY
	
	INITIALS

	Application submitted to RBS
	DD MM YYYY
	
	INITIALS

	Card details received from RBS
	DD MM YYYY
	
	INITIALS

	Card details issued to cardholder, database updated
	DD MM YYYY
	
	INITIALS
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