Purchase Card Form Instructions

To apply for a new Purchase Card, the following forms need to be completed and submitted to Melanie Gallaher, Marshall University Purchase Card Coordinator:
· MU Purchase Card Application

· CITI Bank Purchase Card Application

· Please be sure to include your EPICS Employee Number (not your 901#) on the CITI Bank Application Section IV #7, and your month/day of birth in Section IV #8 as verification information.

· Purchase Card Agreement

· Mainframe Access Request

· Request for Access to WVFIMS

· STARS User Information Form

· Certificate of Completion for Purchase Card Online Training

