
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


P-Card Approval Request for Study Subject Incentives
Updated: 07/17/2023
9.0.0.2.20120627.2.874785
Please complete this form and send to SponsoredPrograms@unc.edu for review. Please complete the form sections in order as they appear on form and answer all fields in a section before moving on to the next. 
 
If approved, OSP will send the signed form back to the requester to work with their department's InfoPorte Access Request Coordinator (ARC) for submission of a new P-Card request or change request to an existing card. For more information see the Guidance on Study Subject Payments.
 
Department Information  
Account Holder:
Account Holder Email:
Department ID:
Principal Investigator:
Do you currently have a Purchasing Card for Use on Sponsored Programs?
Please make sure that you complete the Finance P-Card Application form and that you have completed the P-Card training.
If the spending limit is being changed, please make sure that you complete the Finance P-Card Maintenance form.
Chartfield String for Advance
Fund
Source
Account
Dept. ID
Project ID
559540
PC Business Unit
Activity
Amount
Cost Code 1
Cost Code 2
CHOSR
1
Gift Cards Information
For this PS Project ID, complete entry lines below to calculate the total amount necessary for this P-Card request. Enter a separate line for different card amounts as needed. Additional lines are controlled by the plus and minus buttons. Line order is controlled by the up and down buttons. More pages are automatically generated if needed. 
Quantity
Amount Per Card
Total
Total Change  
Total Requested:
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 this request. You will need to move the total requested amount to account code 559540. Additional lines are controlled by the plus and minus buttons. Line order is controlled by the up and down buttons. More pages are automatically generated if needed. 
 
Note that you may only debit amounts from either 501000, 523000, or 558900 and credit amounts to 559540. As a reminder, account code 523150 and 523160 roll up into budget account code 523000.
 Project ID  
Account Code
Current Budget
Budget Change
Revised Budget  
559540 - P-Card Advance
Total Change  
Total Change
(must equal zero)  
Justification & Purpose
Agreement
I, the Principal Investigator,                                                                                                 understand that the $                                                                 is an advance of University funds made to the department to make payments for purposes authorized by University policies. I understand that my department and I are responsible for reconciliation of expenses in the University financial systems. Initial reconciliation for P-Card purchases posting on or before the 15th of a calendar month must be completed in Bank of America Works by the 20th of that month. In addition, we agree to provide appropriate documentation with reconciliations of participant payments distributed within a calendar month by the 15th (or next business day) of the following month. We will follow all applicable requirements outlined in the Office of Sponsored Programs' Operating Standard 500.23 - Purchasing Cards.
In the event of the misuse of funds or spending above the advance amount, or untimely reconciliations, Accounting Services is authorized to seek funds from the department to replenish University funds and may report the department to the Office of Internal Audit. 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. 
Non-Sponsored Chartfield String for Unreconciled Expense
Provide non-sponsored departmental chartfield string to place advance on if not expensed and/or reconciled per guidelines.
Fund
Source
Account
Dept. ID
Program Code
Cost Code 1
Cost Code 2
Cost Code 3
This completed and signed form must be sent to SponsoredPrograms@unc.edu.
Signatures
Central Office Use Only
	PrintButton1: 
	ResetButton1: 
	TextField12: 
	NumericField14: 
	TextField25: 
	Yes: 
	No: 
	TextField5: 
	cmdDelete: 
	cmdAdd: 
	Cell4: 
	Cell5: 
	Cell6: 
	NumericField5: 0
	NumericField4: 50000
	NumericField3: -10000
	NumericField6: 40000
	NumericField2: 10000
	NumericField7: 10000
	: 
	Cell2: 
	Cell3: 
	TextField17: 
	CheckBox1: 0
	TextField22: 
	NumericField12: 
	TextField26: 
	FinDate: 
	FinSig: 
	FinName: 
	DeptDate: 
	DeptSign: 
	DeptName: 
	PIDate: 
	PISign: 
	PIName: 
	Notes: 
	Approved: 
	Denied: 
	DateField2: 
	NumericField15: 
	SignatureField1: 



