[image: image1.wmf] 
	Personal Information

	Full Name:
	     
	     
	Date of Birth:
	        

	
     Last (Embossed on Card)
	First (Embossed on Card)
	
	MM / DD / YYYY

	Phone:
	(240) 567-
	E-mail:
	                                         @montgomerycollege.edu

	MC ID #:

(Required)
	0                                                        *Use this number to replace the SSN for all contact with M&T Bank

	(Letter “M” replaced with numeric value, “0”) 

	Employment Status 

	Employment Status:(Please check one)

Permanent Employee       FORMCHECKBOX 
                        Casual Temp      FORMCHECKBOX 
                           Temp. with Benefits      FORMCHECKBOX 

Department:          
Job Title:               
Name of Supervisor:           


	Statement Billing Address

	Organization:
	MONTGOMERY COLLEGE
	Building and Room:
	     

	Address:
	     
	City: 
	     
	Zip:
	     

	
	

	Budget Account Information and Authorization

	PLEASE NOTE: The person designated as the Approver must be the account manager for the MC budget account that will be used for P-Card transactions. A cardholder may not approve their own transactions. In addition, the designated Approver may not approve transactions for a supervisor.

	Name of Approver
	Signature of Approver
	FUND
	ORG
	ACCT
	PROG

	     
	________________
	     
	     
	     
	     

	Monthly Credit Limit: $5,000
	Single Transaction Limit: $2,500

	

	Employee Signature:
	__________________________________
	Date:
	________________________

	Plan Administrator – Janet Wormack:
	__________________________________
	Date:
	________________________

	If you have any questions please contact Judi Sherman at Ext. 75295

	

	(Procurement Office Use )

	Date Application Received by Procurement:

	Date Account Setup In Center Suite:

	Date Cardholder Attended Training:
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