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Card Maintenance Request (CMR)
Instructions: Complete form to request changes to an existing Travel Advance Card (TAC), Central Liability Individual Billed Account (CLIBA) card or Procurement Card (Procard). Send completed and signed form in-person, by campus mail, fax or email (scanned copy of original) to Procard/Travel Card Administration (PTCA) (procard.travelcard@utsa.edu). Maintenance requests are processed within 10 business days.  See FMOG - Travel Cards or FMOG - Procard Program for details.
What do you want to do? Check all that apply. 
Card Maintenance 
Enter the cardholder's information and select the appropriate request type. If requesting maintenance on more than one card that is owned by the cardholder, select the Add Card checkbox. The additional card(s) must be owned by the same cardholder. 
1.
Add Card #2
2.
Add Card #3
3.
Add Card #4
4.
UTShare/PeopleSoft Proxy Designations
Complete this section only if you are making changes to Reconciler and/or Reviewer Proxies.
Access Type/Level
Add/Remove
EMPLID
Name
 
Complete this section only if you are making changes to the Program Administrator (Read Only) online access. 
NOTE: Access may be granted to a maximum of three individuals. See FMOG - Travel Cards for more information. 
Access Level
Add/Remove
Phone/Ext
Program Administrator Name
EMPLID
Email
Program Administrator Access 
If Special Event privileges are assigned to this Procard, the cardholder must understand that purchases of certain restricted commodities must only be used for official UTSA functions and other official UTSA purposes. The cardholder must also agree to abide by the conditions set forth in FMOG — Procard Program and FMOG - Business Related Hospitality and Entertainment Expenditures, and all applicable UTSA, state, federal and other requirements.
Add Special Event Privileges for Existing Procard
1. Department Official Occasions - 
If you have an Official Occasions budget please only answer question 1.  
If you do not have an Official Occasions budget please provide information regarding the funding source you will be using and that food/entertainment related expenses are allowed, by answering questions 2 and 3.  Non-official occasions budgets will need to be centrally approved.
 
Please have either the approval of the Assistant Controller or designee's signature.
Certification
I certify that the above requested changes are in accordance with the provisions of FMOG - Procard Program and/or FMOG - Travel Cards, and that the account designated above will provide sufficient funds for all charges made.
Cardholder
Department Manager/Designee
I acknowledge that the Cost Center designated will provide sufficient funds for all charges made by the cardholder and PTCA will use it to charge any payments that have not been authorized by me prior to the internal deadline so that UTSA will pay Citibank in a prompt manner as required by law. I further acknowledge that the individual assigned the duty of auditing/reconciling the applicable monthly statements is responsible for attaining all back-up documentation. 
If changes to college/administrative division access level, enter Vice President (VP), Dean, Assistant/Associate Dean or Assistant/Associate VP name, job title and obtain signature. If changes to executive area access level, enter VP or President name, job title and obtain signature. 
Program Administrator (Read Only) Access
For PeopleSoft Support and Sustainment Center (PSSC)
For PTCA Office Use Only
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