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	Purchasing Card Delegated Coder Application Form

	
	

	
	Finance One

Document File

No


	


For the purposes of administration the following details are required from the applicant (delegated coder).
A Delegated Coder may be selected by Purchasing Card Holder to administer the coding responsibilities and/or processing of the monthly statement.
When this responsibility is delegated it is necessary to ensure all mypcard  transactions are code appropriately and in a timely manner and that the monthly statement is forwarded to the Card Administrator, Accounts Payable Office, Financial Services Division.
	Surname
	     

	First Names
	     

	Salutation
	 FORMDROPDOWN 


	Employee ID No.
	     

	Phone No.
	     


	Email address
	     

	University Username
	     

	Division Name
	     

	Cost Centre Code
	  

	Cost Centre Name
	     


	Signature of Delegated Coder

Name      
Date   06/12/2011 FORMTEXT 

22/06/2007


	Signature of Cardholder

Name      
Date        



Upon Completion of this form, the signed form needs to be returned to the Card Administrator, Accounts Payable Office, Financial Services Division. 

Or Fax to: 03 479 7996

Or Scan the completed and signed form and email to:accounts@otago.ac.nz

