Lehigh University OneCard/CCER System Request Form

(**Please refer to instructions on reverse side of form**)
	Requestor:
	Reconciler: 

	Name:      
	Name:     

	Email Address:     
	Email Address:     

	LIN (last 4 digits acceptable):     
	Cycle emails will be sent directly from Wells Fargo to both the cardholder and the reconciler (if applicable)

	Campus Phone Number:     
	

	
	

	Primary Approver:
	Secondary Approver:

	Name:     
	Name:     

	Email Address:     
	Email Address:     

	Approver emails will be sent directly from Wells Fargo to both the primary and secondary approver (if applicable)


	Program Access Type


	Card Type (Includes Out of Pocket expense access):

	       Check One:   FORMCHECKBOX 
  Department Card        FORMCHECKBOX 
  Sponsored Research       FORMCHECKBOX 
  Study Abroad Card

	                             FORMCHECKBOX 
  Travel Only      FORMCHECKBOX 
  Non-Travel Only            FORMCHECKBOX 
  Both (Travel and Non-Travel)                                                                                                          


	
	 FORMCHECKBOX 
  CCER System Out-Of-Pocket Only


	
	


	Card Limits

	Standard Limit Card (card default):

 FORMCHECKBOX 
 $2,000 Per Transaction/$10,000 Monthly 

	Expanded Limit Card: (group travel/other special needs)    

 FORMCHECKBOX 
 $5,000 Per Transaction /$15,000 Monthly   *Business Need:                                                

	Allow Cash Advance 
 FORMCHECKBOX 
 $300 monthly limit or $       per month. 

*Business Need:       


ACCOUNTING INFORMATION
Please provide a default Banner Index number for the Card on the first line below. If the default index number should be terminated at a future time, the Cardholder is responsible for notifying the Program Administrator of a replacement default index.  In the OneCard CCER system, the Cardholder will have the ability to charge any Banner Index number for which the Cardholder is a Financial Manager or Authorized Signer.  To allow the Cardholder to allocate expense to an index on which he/she is not a Financial Manager or an Authorized Signer, please complete the section below.  Attach additional forms if necessary.

	Index
	Financial Manager/Authorized Signer
	Banner

Index
	Financial Manager/Authorized Signer

	
	Printed Name
	Signature
	
	Printed Name
	Signature

	     
	     
	
	     
	               
	

	     
	     
	
	     
	     
	

	     
	     
	
	     
	     
	


AUTHORIZATION 

	  Cardholder/User Signature:
	  Date:

	  Primary Approver Signature:
	  Date:


PROGRAM ADMINISTRATOR USE

	   FORMCHECKBOX 
  Approved     FORMCHECKBOX 
  Denied                
	  Reason:
	  Date:

	  Forwarded to General Accounting on: 

	  Program Administrator Signature:


Return to:  OneCard Program Administrator, Purchasing Services, 306 S New Street, Suite 428

Lehigh University OneCard/CCER System Request Form Instructions
OneCard Roles:

Requestor:  Lehigh University faculty and staff may request a OneCard or an Out of Pocket (reimbursement account).  Students and certain short-term employees, such as wage employees and adjuncts, are not eligible to receive a Card but, depending on authorization, may be entitled to access the CCER system in order to submit expense reimbursement requests. I understand that I am required to enter my personal banking information (routing and account number) into the CCER system. This will allow the system to deposit out of pocket (OOP) reimbursements via ACH and also for any allowable personal expenses due back to Lehigh to be withdrawn via ACH.
Reconciler:  The person designated as Reconciler has the same access as the Cardholder in the OneCard/CCER (Commercial Card Expense Reporting) system with the exception of access to bank account information.  This person can provide support/backup to the Cardholder in entering and reviewing information in the system. Each Requestor is encouraged, but not required, to have a Reconciler.  A OneCard User cannot designate the same person as their Reconciler and also Approver (see below).  If the Card is designated for use in a Study Abroad program, the Reconciler will always be a member of the Study Abroad Office staff.
Primary Approver:  This person should be a level above the OneCard User in the organizational structure. This person may designate a Secondary Approver to provide support/backup to his/her Approval Responsibilities. 
If the Card is designated for purchases for a Sponsored Research Grant, the Primary Approver will always be the appropriate Contract and Grant Specialist in the Office of Research and Sponsored Programs.  
If the card is designated for use in a Study Abroad program, the Primary Approver will always be the Director of International Programs.  A OneCard User cannot be his or her own Primary or Secondary Approver.
Secondary Approver:  This person has been identified by the Primary Approver to provide administrative support/backup to the Primary Approver and does not have to be above the OneCard User in the organizational structure.  Should the Secondary Approver have any concerns about the OneCard User’s transactions, those concerns should be referred to the Primary Approver for resolution.  
If the Card is designated for purchases for a Sponsored Research Grant, the Secondary Approver will always be the Accounts Coordinator in the Office of Research and Sponsored Programs.  If the card is designated for use in a Study Abroad program, the Secondary Approver will always be the Associate Director of International Programs.

Program Access Type:

Select “Study Abroad Card” if you will be charging expenses to a program administered by the Study Abroad Office.  
Select “Department Card” for Cards that will support Department or Center activities.  Select “Sponsored Research Card” for Cards that will be used for expenses that are charged to a Sponsored Research Fund.

If the Cardholder requires more than one of the above categories, please complete a separate form for each Card.
Card Limits:

The Card limit structure is designed to enable most Cardholders to use the Standard Limit, but Cardholders involved in group travel or other higher-dollar activities, select “Expanded Limit Card” and note the reason for the higher limit.  Most Cardholders will not require access to Cash Advances, but those who will need that capability (such as Study Abroad programs) should explain the business need.
Accounting Information:

Enter the Cardholder’s Incentive Fund as the Default Index for Sponsored Research Cards. The default for Study Abroad Cards should be set by the Office of Study Abroad.  The default for other cards should be determined by the Cardholder/Approver.
If the User requires the ability to charge Indexes on which they have not been designated as Financial Manager or Authorized Signer, please indicate those Indexes on the form and obtain authorization from the appropriate Financial Manager. 
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