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P-Card Approval Request for Use on Sponsored Programs (Initial Phase Only)
Updated: 06/02/2023
9.0.0.2.20120627.2.874785
Please complete this form as well as the Finance P-Card Application, sign and upload them to the Online Initial P-Card Approval Request for Use on Sponsored Programs Form by June 15th, 2023. 
 
This form may only be used for the following:
Study subject incentives on sponsored programsThere can be multiple projects listed below but they must have the same Principal Investigator. 
Please email SponsoredPrograms@unc.edu with any questions.
 
 General Information  
Account Holder:
Account Holder Email:
Department ID:
Principal Investigator:
Justification & Purpose
Gift Cards Information
Complete entry lines for each PS Project  ID that you would like to use P-Cards for, you will also need to use a different line if there are different Amounts per Card being requested for the same PS Project ID. All projects listed below must have the same Principal Investigator.  Complete a separate request form for each Principal Investigator. Additional lines are controlled by the plus [    ] and minus [    ] buttons. Line order is controlled by the up [    ] and down [    ] button. More pages are automatically generated if needed. 
PS Project ID
IRB Protocol #
Quantity
Amount Per Card
Total
Total Change  
Total Amount
Text
Project ID	
Dept No.
Account Code
Current Budget
Budget Change
Revised Budget
 5101111
 621100
523000 - Academic/Research Services Budget
 5101111
 621100
559540 - P-Card Advance
EXAMPLE    
Total Change
(must equal zero)
Budget Revision Information
The above example shows the two entry lines that will need to be entered for each PS Project ID that is being requested. You will need to remove the total requested amount for each PS Project ID to account code 559540. Additional lines are controlled by the plus [    ] and minus [    ] buttons. Line order is controlled by the up [    ] and down [    ] button. More pages are automatically generated if needed. 
 
Note that you may only debit amounts from either 501000 or 523000 and credit amounts to 559540. As a reminder, account code 523150 and 523160 roll into budget account code 523000.
 Project ID  
Account Code
Current Budget
Budget Change
Revised Budget  
Total Change  
Total Change
(must equal zero)  
Agreement
I,                                                                                                          understand that the amount
is an advance of University funds made to the above department to make payments for purposes authorized by University policies and in agreement with applicable sponsor requirements. I understand and agree that the department is responsible for the reconciliation of outstanding P-Card amounts using the OSP Operating Standard 500.14 - Cash Advances and Finance 1252.3 - University of North Carolina at Chapel Hill Procedure on Reconciling a Purchasing Card (P-Card).  I agree to provide appropriate documentation and the reconciliation form, as required .
In the event of the misuse of funds or spending above the advance amount, Office of Sponsored Programs may move these expenses to the above department's account to replenish University funds. I acknowledge that any suspected fraudulent activity will be sent to the Office of Internal Audit and UNC Police. I have read this agreement carefully and agree to its terms and conditions. 
Signatures    
Obtain required signatures. Approval for designee signatures must be on file with OSP or provided with this form.  
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