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 FORMCHECKBOX 
    New Cardholder Request
 FORMCHECKBOX 
    Update Existing Cardholder Account  (please check all that apply) 


 FORMCHECKBOX 
  Name change                   
 FORMCHECKBOX 
  Per transaction limit change


 FORMCHECKBOX 
  Department change          
 FORMCHECKBOX 
  30-day limit change


 FORMCHECKBOX 
  Default chartfield change

Note: By approving a new cardholder, the Approving Official is authorizing the designated individual, after appropriate cardholder training, to make purchases on behalf of the department up to the per-transaction and 30-day limits identified below.

SECTION 1:  Cardholder Information

Cardholder’s Name:
     





Cardholder’s Phone No.:
     
Department Name:
     
Dept. Zip: 
     
SECTION 2:  Card Spending Limits


   Single Purchase Limit:
    Monthly Purchase Limit:

                     ($100 - $5,000)
                ($100 - $10,000)

             $      
                                                                                         $      
SECTION 3:  Default Chartfield

This will be the chartfield that will automatically appear on the CMS reconciliation screen.  Alternate chartfields may be entered when reconciling charges however.
    Account
   Fund
    Dept ID
   Program
    Project
     Class
 660003
                
       
      
                   
                  
SECTION 4:  Approving Official

I approve issuance of a credit card and/or changes to existing cardholder’s account as identified above.  
Approving Official Signature:  



  Date:  


Approving Official Name:                        
Approving Official Title:
     
Note:  Approving official must have organizational oversight authority over cardholder.  Approving official is responsible for ensuring purchases are reasonable, appropriate and for official University business only.
Procurement Delegation Approved:  









     



                                 Director, Procurement & Contract Services

Submit to Procurement & Contract Services – Zip 244
California State University, Chico
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CARD REQUEST & UPDATE FORM 

















