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CONDITIONS OF APPLICATION FOR A UNIVERSITY OF GLASGOW CORPORATE CARD (UGCC)

Any member of staff can apply for a UGCC however that member of staff must have a genuine operational requirement for applying for a card, generally defined as someone who will have good reason to incur expenses in the interests of the University.
The following  conditions apply;

The University Expenses Procedure will apply at all times, the UGCC is a means of incurring legitimate expenses which would otherwise have been incurred by a different method of payment via the Expenses and Hospitality Procedure.  The procedure can be found on the Finance Office web-site;

http://www.gla.ac.uk/services/finance/staff/pay/expensesprocedures.htm
UGCC holders must settle their own statement direct by Direct Debit with the Royal Bank of Scotland and claim their expenses by submission of their authorised expenses claim form with receipts to the Payroll Section as normal. Payments will be made direct to your bank as quickly as possible and in most circumstances within 5 –10 working days.

Payment to the Royal Bank by the applicant must be by Direct Debit.
Cash cannot be withdrawn with the UGCC and this option must not be chosen when applying for a card.
Claims for expenses must be sent to the Payroll Section as soon as is possible to ensure frequent repayment of expenses

The University’s normal Financial and Procurement rules apply to all University expenditure, however incurred.  The UGCC must not therefore be used to circumvent those rules, by, for example, purchasing goods or services, which would ordinarily be bought by Purchase Order or Purchasing Card.
All applications for a UGCC  must be approved in line with the usual rules on delegated financial authorities.
All applications for a UGCC must be approved by the Director of Finance and, in his absence, the Financial Controller.
UGCC cardholders must inform the University immediately if they cease to become an employee for any reason and return the card (see contact details below).

Misuse of a UGCC will be interpreted in the same way as misuse of the Expenses and Hospitality procedure.
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Statement with Supporting Reasons for applying for a UGCC

	


I have read, understood and agree to all of the conditions of application and would like to apply for a UGCC.

Name (Block Capitals)  …………………………………………….
Signature  ……………………………………………………………
Staff Number  …………………………………………………..……
Date  ………………………………………………………………….

I approve the issue of a UGCC (Head of School / College to sign)
…………………………………………...............................................
Name (Block Capitals)  ………………………………………………...

I approve this application (Director of Finance or Deputy to sign)
…………………………………………...............................................
Page 2 of this form should be completed and returned to Kathy Watson, a Cardholder Bank Application Form and the Direct Debit mandate will then be forwarded to you for completion.

Please contact Kathy Watson, Level 4, Finance Office, Gilbert Scott Building.  Kathy.Watson@admin.gla.ac.uk, Ext.4113 for any further information.
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