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THE UNIVERSITY OF NORTH CAROLINA 

AT CHAPEL HILL

PURCHASING CARD 

VIOLATION WARNING FORM

This form is required for any P-card transaction where a violation has occurred.

Violations could result in the revocation of the card.

INFORMATION:

________________________________________


__________________________________

CARDHOLDER NAME






DEPARTMENT

________________________________________________


_________________________________________

RECONCILER NAME






DATE

TYPE OF VIOLATION:

APPROVER INSTRUCTIONS: Obtain information from the cardholder about why this purchase was made. 

____
PERSONAL PURCHASE




____
SPLIT PURCHASE

____
LACK OF DOCUMENTATION



____
INAPPROPIATE PURCHASE

________________________________________

_______________

_______________

MERCHANT NAME





TRANSACTON AMOUNT
TRANSACTION DATE

CARDHOLDER EXPLANATION:

APPROVER ACTION:

MARK THE APPROPRIATE CATEGORY AND TAKE THE ACTIONS LISTED.

____
WARNING ACTIONS:
1. Obtain the Cardholder’s signature on this form.





2. Keep a copy of this completed form in the Cardholder’s file.





3. Send the original completed form to Purchasing. CB1100.





4. Give a copy of completed form to the Cardholder.

____
REVOKE CARD 


ACTIONS:

1. Obtain the Cardholder’s signature on this form.





2. Keep a copy of this completed form in the Cardholder’s file.





3. Send the original completed form to Purchasing. CB 1100





4. Notify purchasing that the card has been revoked and destroyed.





5. Give a copy of completed form to the Cardholder.

I HAVE DETERMINED THAT THE ABOVE TRANSACTION IS A VIOLATION OF THE P-CARD POLICIES AND HAVE NOTIFIED THE CARDHOLDER THROUGH THE USE OF THIS FORM.

____________________________________________


_______________

RECONCILER SIGNATURE





DATE

CARDHOLDER CERTIFICATION SIGNATURE: I acknowledge that the above is in violation of the p-card polices and that I have received a copy of this form.

____________________________________________


_______________

CARDHOLDER SIGNATURE





DATE
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