

Three types of purchasing card forms are contained in this document.

1. Purchasing Card Supplier Enquiry Form
Please use this form where the supplier you wanted to use did not accept MasterCard. Sent this form to the Purchasing Card Administrator 

	Name
	

	Department
	

	Tel Number
	

	Date
	

	Supplier Details
	

	Supplier Address
	

	Supplier Contact Name
	

	Supplier Telephone Number
	

	Comments
	


2. Purchasing Card  Transaction Dispute Form

Please use this form where you have a disputed transaction with the supplier. Send this form to the Purchasing Card Administrator. Please forward any relevant documentation 

	Cardholder Name
	

	Cardholder Number/ Expiry Date
	

	Statement Date
	

	Name Of Supplier
	

	Amount Of Transaction
	

	Date Of Transaction
	

	Explanation Of Dispute
	


3. Lost /Stolen Purchasing Card Notification

Send this form to the Purchasing Card Administrator as confirmation of your telephone call to The Royal Bank of Scotland.
	Cardholder Name
	

	Department / Contact Number
	

	Card  Number
	

	Date Lost/Stolen
	

	Location Lost/Stolen
	

	Brief Report Of Circumstances Lost/Stolen
	

	Date Reported To The Royal Bank
	

	Name Of Contact At Royal Bank
	

	Date Reported To Card Administrator
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