University of San Francisco | Accounting & Business Services

Change Request for Purchasing Card or
Declining Balance Card Application

Cardholder’s Name:

Last 4 digits of Card Holder’s Visa Account Number:

Transaction Limit:

One-time change Permanent change

Single Transaction Limit changed to:

Monthly Transaction Limit or Declining Balance Total changed to:

Name changed to:

Email changed to:

Merchant Category Code limitations changed to:

USF FOAPAL change(s) — ADD or DELETE (Attach additional sheet if necessary)

Approving Budget Manager’s Name:

Approving Budget Manager’s Email:

Approving Budget Manager’s Signature: Date

Note: This form may be submitted electronically. If submitted electronically, the Approving Budget Manager
should send an email to millerd@usfca.edu stating that they authorize the change of request form (in lieu of

a signature).
Clear Form Updated: 07/09/2018
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