
PP-594-1105

PROCUREMENT CARD 
ACCOUNT INFORMATION CHANGE REQUEST

Appendix E

Florida Institute of Technology ■ Office of Purchasing
150 West University Boulevard, Melbourne, FL 32901-6975 ■ (321) 674-8110 ■ Fax (321) 674-7509

CARDHOLDER NAME ______________________________________________________________________________

DEPARTMENT ____________________________________________________________________________________

CARD NUMBER __________________________________________________  DATE __________________________

TYPE OF REQUEST
❑ Account Code Default Change
❑ Add FITAIRLINE “Open End” SPL
❑ Add FITCAR Rental $1,500 SPL
❑ Add FITHOTEL “Open End” SPL
❑ Budget Cost Center Change
❑ Campus Address Change
❑ Cancel Card
*Cancellation of card and issuance of a new card with updated information.
**Cancellation of card. A new enrollment form must be submitted.

EXPLANATION OF REQUEST

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

BUDGET MANAGER ______________________________________________
                     Signature

            ___________________________________________________

                     Print Name

DEPARTMENT HEAD ______________________________________________
                     Signature

            ___________________________________________________

                     Print Name

Return completed request to the Office of Purchasing

Attn: Procurement Card Administrator

❑ Card Coordinator Change
❑ Cardholder Name Change*
❑ Department Change**
❑ Department Contact Change
❑ Phone Number Change
❑ Replacement Card
❑ Spending Purchase Limit per Cycle Change


