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PROCUREMENT CARD PROGRAM P-CARD LIMIT REQUEST FORM
[bookmark: _GoBack]This form is used as a documentation for requesting limit adjustment to a cardholders' original limit for the following billing period or specified period listed below. The monthly credit limit and/or single-purchase limit will be determined by the Cardholder’s Supervisor and reviewed by the P-Card Administrator. The form is to be completed, signed by the Cardholder & Supervisor, and sent to pchiller@jcu.edu, lbrown@jcu.edu or jseifried@jcu.edu. Please allow five days for processing.
TEMPORARY INCREASE☐ 
CURRENT MONTHLY CREDIT LIMIT: _________________TO NEW LIMIT: ____________________
DATE(S) NEEDED:  ________________________________________________________________ 
CURRENT SINGLE-PURCHASE LIMIT: ________________ TO NEW LIMIT: ____________________
DATE(S) NEEDED: ________________________________________________________________
JUSTIFICAITON FOR THE REQUEST: _____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ (Justification should outline the functional reasons for the adjustment and any pertinent details that support the request.) 
A signed P-Card agreement must be on file in order to process this request. 
CARDHOLDER NAME (PRINT): _____________________________________
SIGNATURE: ___________________________________________________ DATE: __________________
SUPERVISOR NAME (PRINT): ______________________________________
SIGNATURE: ___________________________________________________ DATE: __________________
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Subject: Request for P-Card Limit Increase

If you need a P-Card limit increase, especially for large purchases such as furniture, software, or equipment, please ensure you have followed the appropriate steps before submitting your request.
Before submitting your request:
1. Approval from Facilities or IT: If your purchase involves facilities-related items (e.g., furniture) or technology (e.g., software, hardware), please confirm that you have gone through the necessary channels:
· Facilities Department for any furniture or building-related purchases.
· IT Department for any software or technology-related purchases.
Next steps:
· Submit the attached P-Card Limit Increase Request Form: Along with the form, include a clear explanation of why the increase is needed and what the purchase is for.
· Supervisor approval: Ensure that your supervisor has signed off on the request before submitting it.
We appreciate your attention to following these steps to ensure a smooth process. If you have any questions or need further clarification, feel free to reach out to the business office.
Best regards,
Jenna Seifried	
Business Office Specialist 
216-397-1988 / jseifried@jcu.edu
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