SSC SPCC Change Request Form (PRO4005)
General Information
Request Date:			Click or tap to enter a date.
Agency Number and Name:	Choose an item.
Cardholder Information
PCard changes are requested for the following employee under my supervision (please print or type all information requested below):

Employee Name as it appears on the PCard:	Click or tap here to enter text.
Employee Email Address:				Click or tap here to enter text.
Employee Work Phone:				Click or tap here to enter text.
Employee ID Number:				Click or tap here to enter text.
Requesting Authority (Supervisor) Name:	Click or tap here to enter text.
Requested PCard Changes
☐	Employee Name Change:			Click or tap here to enter text.
☐	Employee Default Account Change:	Click or tap here to enter text.
☐	Single Transaction Limit (STL) Change from: 
$ Click or tap here to enter text. to $ Click or tap here to enter text.                        
		☐	Temporary		
Start Date: Click or tap to enter a date.	End Date: Click or tap to enter a date.		
		☐	Permanent
		Justification:	Click or tap here to enter text.
☐	Credit Limit (CL) Change from: 
$ Click or tap here to enter text. to $ Click or tap here to enter text.                         
		☐	Temporary		
Start Date: Click or tap to enter a date.	End Date: Click or tap to enter a date.		
		☐	Permanent
		Justification:	Click or tap here to enter text.
☐ 	Temporary Suspension of PCard with an estimated reactivation date of:                          
		☐Extended Leave
		☐	SPCC Policy Non-Compliance
☐	PCard Closure
		Justification:	Click or tap here to enter text.

Supervisor and Cardholder Signatures and Dates


Signed:	Click or tap here to enter text.			Date: Click or tap to enter a date.	                                      
	     	Requesting Authority (Supervisor)


Signed:	Click or tap here to enter text.			Date: Click or tap to enter a date.	                                      
	    	Employee

SSC SPCC Program Administrator Signature 	Click or tap here to enter text.

Date Entered into System:	Click or tap to enter a date.					                                      
