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CARD HOUSEKEEPING

Amended Cards - Change of Name
If you need to amend your name on the card (e.g. because of marriage etc.), please contact your Purchasing
Card Administrator. The obsolete Purchasing Card should be cut in half across the magnetic strip and then
returned to the Purchasing Card Administrator following receipt of the new Purchasing Card.

Non-Receipt of Cards

Your replacement Purchasing Card should be received approximately 14 days before the renewal date.
Non-receipt should be advised immediately to your Purchasing Card Administrator.

Security of the Card
The Purchasing Card provided to you is to be used by you only (subject to use as a Lodge Purchasing Card
4 see below), and should not be lent to anyone else. It is in the name of the University and it is your
responsibility to ensure that it is retained in a secure location.

Lodge Purchasing Cards

This is a facility whereby an individual Purchasing Card number is lodged principally with frequently used
local suppliers, together with a list of names / signa0 g0 G[ a9(0)3(d)6(w,(0)3(e)5(r)43)18)6(0)3(n)16(1)18/)23( )-4(()24(
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the month to the finance office- The invoices are required as evidence for Auditors (External, Internal and
Funding), Inland Revenue and HM Customs and Excise.

Card Declined
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CONTACT NAMES AND NUMBERS

| Contact | Name | Telephone Number |
Purchasing Card Jacquie Williams, Extn. 2050
Administrator Payments Supervisor fos001@bangor.ac.uk
Purchasing Officer Llyr Williams Extn. 2057
fos60e@bangor.ac.uk
Assistant Purchasing Officer | lan Phillips Extn. 2199
l.phillips@bangor.ac.uk

Lost/ Stolen Cards
(24 hour, 7 days a week)
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APPENDIX 1

Cardholder Specific Details

Cardholder's Name:

Location:

Purchasing Card Administrator:

Jacquie Williams
Payments Supervisor
Extn. 2050

fos001@bangor.ac.uk
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APPENDIX 3

Employee Agreement

Bangor University

Employee Agreement for a Barclaycard Purchasing Card

|’ AT S S S S S S R TR TR T T T S S S S S S hereby request a Purchasing Card. As a

cardholder | agree to comply with the following terms and conditions regarding my use of the
Purchasing Card.

| understand that | am being entrusted with a Purchasing Card and will be making financial commitments
on behalf of the University. | agree to use pre-tendered contract framework agreements where these
are already available.

I understand that the University is liable to the card provider (Barclaycard / Barclaycard Global
Commercial Payments) for all the charges made on the Purchasing Card.

| agree to use this Purchasing Card for Bangor University business purchases only and agree not to
charge personal purchases. | understand that the University will audit the use of this Purchasing Card
and report and take appropriate action on any discrepancies.

Cardholders must not use their card to book their own personal travel and accommaodation.

| will follow the established procedures for the use of the Purchasing Card. Failure to do so may result
in either revocation of my use privileges or any other disciplinary actions, including termination of
employment.

| agree to return the Purchasing Card immediately upon request or upon termination of employment
(including retirement). If there is any change in organisational structure, which alters my purchasing
requirements, | agree to return my Purchasing Card and arrange for a new one, if appropriate.

If the Purchasing Card is lost or stolen, | agree to notify Barclaycard / Barclaycard Global Commercial
Payments immediately by telephone (UK 0333 202 2051, overseas +44 333 202 2051) and the
Purchasing Card Administrator as soon as possible thereafter.

Employee's SignatureCCCCCCCCCCCCCCCCCC‘__CCC‘__DateCCCCCC‘CCCCCC

Employee's E-Mail Address® € € €S EEE e CECEEEEeees ¢ ECCCTTeeQQ,

Employee’'s Network ID € € € €€ 6 E e e EeeeeeeCCeCCCeeeees §CCQq

Staff / Payroll Numbers € € € €SS <SSS Phone Numbers ¢SS e S eeeaaaaass,

Name of Academic School or Central Service Department¢ ¢ ¢ ¢ ¢ ¢ CCCCCCCS

LR S Sl Sl Sl Sl Sl S L Sl Sl Sl S I S U S Sl Sl Sl Sl Sl Sl Sl Sl Sl S S Ui Sl ol Sl S I T T T U L L S Sl il Sl Sl Sl Sl Sl el S

Head of Department's Names ¢ e e e GG OGO CC OO COGC OGO OGO qGCq

Please turn over
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Head of Department's Signature< ¢ ¢ ¢ ¢ ¢ 666 OGS Datec ¢ ¢ ¢aaas,
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Name of Cardholder ¢ ¢ ¢ ¢ G GG G OGO OO CCCCC OGO qGQG

All purchases by a cardholder are subject to review by a department supervisor, once posted to the finance
system. The current list of reviewers is attached, please select the most appropriate.

Name of the Reviewerc ¢ ¢ ¢ GG G G OO OO OO OO qG
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