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MM003 - Application for UCT Purchasing Card
	Instructions

	· Use this form when applying for a Purchasing Card.

· Send the completed form, plus the attached Nedbank application form, by registered internal mail to: Purchasing Card Administration, Room 2.19, Level 2, Meulenhof, 93 Main Road, Mowbray. 

· Use Tab or arrow keys to move between expandable fields.
Note: 
· Please read the Help section on page 3 to understand the implications of various choices.
· The application cannot be processed if any part of the Authorisations section is left unsigned or incomplete.



SECTION 1: CARD DETAILS

Card holder details
	Surname 
	     
	Title
	     

	First Name
	     
	Staff Number
	     

	Job Title
	     
	Phone Number
	     

	Office address
	     
	Cell Number
	     

	Department Name
	     
	SAP User name 
	     

	Faculty or Area
	     
	ID/passport  Number
	     

	E-mail Address
	     
	Note: 
	SA citizens must attach a copy of their Identity document and proof of residence

Non-SA citizens must attach a copy of their passport and work permit


SECTION 2: CARD PROFILE 
Note:  
To be completed by applicant in consultation with HOD and line manager.


Provide a letter of motivation for any limit request above R30,000.

Card limits

	Total  monthly credit limit
	R     


Default fund to be linked to the purchasing card 
	Default fund  
	     
	Default cost centre  
	     


SECTION 3: THE CARD PROCESSOR (must be a UCT Purchaser)
	Name
	
	SAP User ID
	

	Office address
	

	Work no.
	
	Cell no.
	

	Email address
	


SECTION 4: AUTHORISATIONS
To be completed by Applicant

	Agreement
· I have a legitimate requirement to use the Purchasing Card and the access requested is in accordance with my departmental responsibilities. 

	Name
	
	Signature
	
	Date
	

	Total monthly credit limit requested
	


To be completed by HOD

	Agreement

· The person named on this form has a legitimate requirement to use the Purchasing card.
· I have read and understand the UCT Procurement Card Policy and understand the responsibilities of the HOD with respect to the purchasing card. 
http://www.uct.ac.za/usr/finance/policies/pur002.pdf


	Name
	
	Signature
	
	Date
	


To be completed by Line Manager for the cardholder
	Agreement

· The person named on this form has a legitimate requirement to use the Purchasing Card.

· I agree to review the validity of transactions on the monthly PCard expense report as provided by the card processor and return the signed report to the card processor for audit purposes.
· I have read and understand the UCT Procurement Card Policy. 
http://www.uct.ac.za/usr/finance/policies/pur002.pdf


	Name
	
	Signature
	
	Date
	


To be completed by the Fund holder
	Agreement

· I take full responsibility for all costs incurred by use of the card against the fund/s listed above.


	Name
	
	Signature
	
	Date
	


To be completed by the Area /Faculty Finance Manager 
	Agreement
· The person named on this form has a legitimate requirement to use the Purchasing Card.

· I have read and understand the UCT Procurement Card Policy and understand the responsibilities of the FM with respect to the purchasing card.  http://www.uct.ac.za/usr/finance/policies/pur002.pdf


	Name
	     
	Signature
	
	Date
	     


To be completed by the Dean/Executive Director
	Name
	
	Signature
	
	Date
	


Help to complete a UCT Purchasing Card application form (MM003)

Introduction

Use this document to help you complete the UCT Purchasing Card application form (MM003).

About the UCT Purchasing Card

See the UCT Procurement Card Policy: http://www.uct.ac.za/usr/finance/policies/pur002.pdf
Typical PCard transactions
· All purchasers should have a PCard and be linked to preferred UCT vendors for purchasing office consumables. 

· The purchaser or other card holders should use their PCards in the following situations where the vendor accepts card payments:
· purchases that would normally result in a reimbursement or purchases not suited to the normal purchase processes e.g. online payments

· payment of membership or journal subscriptions 
· conference registration and hotel bookings
· foreign payments (not imports) with a value of less than R20,000

· payment of low value foreign imports e.g. books.

· The PCard may also be used in place of a subsistence and travel (S&T) allowance when travelling. In this case cash withdrawal may be requested for the duration of the trip.
 See: Using the P Card for S&T expenses.
Card limits

When setting card limits the following should be considered:

· Estimate total value of expected card transactions for a month. Limits should be low enough to minimise risk but high enough not to undermine the usefulness of the card.
· A temporary limit increase may be requested for travel or a once off purchase. Alternatively a permanent limit change may be requested if required. Use form MM014 to request changes. 
UCT Authorisations

Before signing the Authorisations section, the Head of Department, the cardholder’s Line manager and Faculty/Area Finance manager must ensure that they have read and agree to their role and responsibilities concerning the Purchasing Cards in their area.

http://www.uct.ac.za/usr/finance/policies/pur002.pdf
Nedbank application form

· When completing the Nedbank application form, applicants must only complete section 2, section 6 and section 9.2. All other sections must be left blank.

· Nedbank takes 14 working days to process an application.

Bank charges associated with the PCard
· Annual card fee, which is R250 at present, and is subject to change annually

· Cash withdrawal fees

· Interest is charged on cash withdrawals

· Replacement card fee when card is lost/stolen/replaced, currently R175, and it is subject to change annually.
· Urgent applications can be processed within 5 working days at a cost of R375
· (2018 bank rates) which is subject to change.
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