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	APPROVALS FORM FOR NEW CARDHOLDERS

	

	NAME OF BUSINESS UNIT: 

	GPC ACCOUNT NUMBER:
47153206    _ _ _ _ _ _ _ _

	CARDHOLDER DETAILS

	A. Reason for Application and details of what is to be purchased:

Please tick below whether Civilian or Military staff:

	Civilian Staff  (tick as necessary)
	
	Military Staff  (tick as necessary)
	

	Will the card be used for Personal Travel and Subsistence ?
Will the card be used for Group Travel and Subsistence ?

Will the card be used for Group and Personal Travel and Subsistence ?
	  YES/NO

  YES/NO

  YES/NO

	Name
	
	Tel/Fax
	
	

	Signature
	
	Date
	

	Official

Address

	

	APPROVAL DETAILS

	B. Line Manager
 I support/do not support this application.



	Name
	
	Tel
	

	Post
	
	Fax
	

	Signature
	
	Date
	

	C. Budget Holder  
I support/do not support this application. I agree to delegate £ _______ per annum, subject to a monthly limit of £_________ and a single transaction limit of £_________.  This will be confirmed in a combined Commercial and Financial Delegation Letter when final approval is given.
The budget is delegated for the purchase of: 

(Major categories should be listed and any exclusions. The detail will be in the Letter of Delegation.
This is for the assistance of the other approval authorities.)



	Name
	
	UIN
	

	Grade
	
	Tel/Fax
	
	

	Signature
	
	Date
	

	D. LVP Mentor 

THE LVP MENTOR WILL NEED TO COMPLETE THIS SECTION ONLY IF THE SINGLE TRANSACTION LIMIT IS OVER £5,000. PLEASE FORWARD THIS FORM TOGETHER WITH THE CARDHOLDER’S TRAINING CERTIFICATE TO THE LVP MENTOR TEAM FOR APPROVAL.
I agree/do not agree to delegate Commercial authority to match the Financial authority given above.  

	Name
	
	Tel
	

	Grade
	
	Fax
	

	Signature
	
	Date
	

	E.  LVP Manager  

Your application for a Government Procurement Card is supported/not supported.  (If not supported adequate explanation should be given).  Your card will only be issued to you following the completion of the necessary training and your acceptance of the necessary Letter of Delegation.  



	Name
	
	Tel
	

	Grade
	
	Fax
	

	Signature
	
	Date
	

	Cardholder completed Training on _________________________

Card Application submitted to Bank on _____________________
Card received from Bank on _________________________
Letter of Delegation issued to Cardholder on _______________________________
Copy of Approvals Form and Letter of Delegation sent to the GPC Management Team on  
_________________________



	F.  GPC Receipt 
I confirm receipt of my GPC.  Card Number: 4715 3206  _ _ _ _ _ _ _ _


	Signature of Cardholder 
	
	Date
	

	G.  GPC Disposal 
Card no longer required. Card returned and destroyed on _______________________
Bank advised on ____________________________________



	Signature of LVP Manager
	
	Date
	


This form MUST be held locally, as an original, as it forms part of the Audit trail. It must NOT be forwarded to the Bank.

Note:

THE LVP MENTOR WILL NEED TO COMPLETE SECTION D ONLY IF THE SINGLE TRANSACTION LIMIT IS OVER £5,000. 
If the Single Transaction Limit is over £5,000, please forward the original Card Application and a copy of the fully completed Approvals Form, to the GPC Management Team for authorisation before despatch to the Bank.
HOWEVER, IN ALL CASES, PLEASE FORWARD A COMPLETED COPY OF THIS FORM TO THE GPC MANAGEMENT TEAM FOR THEIR RECORDS ONCE THE CARD HAS BEEN ISSUED.

        
                        Version: May 2012

