How to Complete the Purchasing Card Application Form
If you have been e-mailed these forms, you can either print out the forms and complete manually, or type into the fields and then printout for signature.

If you require assistance please contact;-
Tracy Bryan 0116 295 0441

Please return completed forms FTA: Tracy Bryan, Contracts Officer,

 Procurement Department, Riverside House, Thurmaston LE4 8PQ 

You have been sent 3 forms;-

1
LPT internal Application Form – the applicant must complete the first section ‘Card Holder details’. The Budget Holder/Manager completes the section ‘Budget Holder Authorisation’. Please note, the card cannot be used for certain areas of spend, including office stationery, equipment and supplies; cash withdrawals; personal services; Travel and miscellaneous. Unless fully completed, the application will not be submitted.

2
NatWest Cardholder Application Form – the applicant must only complete the following fields:-


Section 1


Company/Organisation details

Leicestershire Partnership NHS Trust

Section 2

Cardholder details
Title, first name and surname, and name as you wish it to appear on the card – please note, the first name cannot be an initial

Address details
The applicants personal address details. This is used by the bank as part of the security check before the card is issued

Security Password
This is additional security when you as the cardholder contact the bank 

Date of Birth
This is a bank requirement

Nationality
This is a bank requirement
Cardholder Signature and date
This is the bank’s record of your signature for their authorisation process. Please ensure you sign within the box.
Section 3
Single transaction limit
This must agree with the figure stated on the LPT internal application form

Monthly credit limit required
This must agree with the figure stated on the LPT internal application form

3
Purchasing Card Transaction Blocking Form 5 – the applicant must only complete the following sections:-

Section 1
Company/Organisation details
Leicestershire Partnership NHS Trust
Section 2      Card details
Title, first name and surname as it will appear on the card
Section 3      Transaction Blocking details
Mark the categories that should be blocked, i.e. the card cannot be used to purchase these categories. Please note the categories which must be blocked at 1 above.
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