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Step 2 Potential Cardholder must 
complete an application for the 
card. Application is provided 
online. 

Step 1 The potential cardholder has 
to go through a Procard Training 
session before applying for the 
card. 

Step 3 Application must be signed 
by authorized personnel on the 
account  

Step 6 The Procard should be 
received by the Procurement Card  
Office in about 2 weeks.

Step 5 The Procurement Card 
office will fax or enter information 
from the application to JP Morgan 
& Chase  

Step 4 Turn application into the 
Procurement card office 
 

Step 8 Once card has been received 
by the cardholder a card release and 
agreement is signed by the 
cardholder.

Step 9 After all forms are signed 
information is then filed into a 
secured file

Step 7 Once Procard is received an 
email is sent out to the cardholder 
to pick up the card.   
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Step 8 Once card has been received by the cardholder a card release and agreement is signed by the cardholder.











Step 9 After all forms are signed information is then filed into a secured file







Step 7 Once Procard is received an email is sent out to the cardholder to pick up the card.  











Step 6 The Procard should be received by the Procurement Card  Office in about 2 weeks.











Step 5 The Procurement Card office will fax or enter information from the application to JP Morgan & Chase 











Step 4 Turn application into the Procurement card office











Step 3 Application must be signed by authorized personnel on the account  











Step 2 Potential Cardholder must complete an application for the card. Application is provided online. 











Step 1 The potential cardholder has to go through a Procard Training session before applying for the card.















