Santa Clara University / Barnes & Nobles

Bookstore Department Charge Card Request Form

Department’s Full Name  

    
	Fund
	Dept. Name
	Program
	Activity
	Class
	Project / Grant

	         
	           
	         
	         
	         
	               


	Existing Speed Type  #

	           


	Contact Name & Extension
	Signature
	Action / Option 

	(Print or Type)
	Ext.
	(Use Ink Only)
	(please choose one)

	1) 
	     
	     
	
	 FORMDROPDOWN 


	2)*** 
	     
	     
	
	 FORMDROPDOWN 


	3)*** 
	     
	     
	
	 FORMDROPDOWN 


	4)*** 
	     
	     
	
	 FORMDROPDOWN 



Account Manager:

	Name
	Signature
	Extension
	Date

	(Print or Type
	(Use Ink Only
	
	

	     
	
	x-    
	9/26/2002 FORMTEXT 

9/26/2002



Department Head:

	Name
	Signature
	Extension
	Date

	(Print or Type
	(Use Ink Only
	
	

	     
	
	x-    
	9/26/2002 FORMTEXT 

9/26/2002



***It is not necessary for each person in your department to have a Bookstore card, multiple cards are necessary for those departments charging to more than one distribution.  If your department is using more than one distribution, that you would like cards for, please use either another form or an attached listing, with the additional distribution string and their existing speed types.  It is preferred that one person be the custodian of the department’s charge card for reasons of accountability, however, we do understand that there are exceptions to this rule.  

The action column is to specify purpose of request.  For example, in cases of changing position or someone leaving your department.  Please return old cards to UFO.  

Please return completed form to the University Finance Office attention Marguerete A. Moses.  You may also call her at x-4397 if you have any questions.  You will be contacted when your new card has been created.  Retain a copy of this form for your records.   Thank you.
