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Form 3201 FR.05
	Application for VIP Number

	VIP Number Application
Revision date 10/11/10


	General Information

	When do I use this form?  This form is to be used by departments to request a single VIP number, when a VIP administrator has left the department and there is no available backup AND a department has an urgent need for a VIP Number.  The Oracle VIP Number application is a distributed application and departments are expected to maintain a primary and backup VIP Administrator trained at almost all times.  
What is a VIP Number?  The VIP number is an alias representing a single complete charging instruction.  The VIP number will be assigned to the departmental administrator and associated with the one PTAO number given.  The departmental administrator will be given access to the Oracle application, after attending the VIP Number training, to change the name and PTAO associated with the VIP number, as necessary.


	Department VIP Administrator Information - Enter information for the person responsible for issuing VIP numbers.  
VIP Name/Description: 

	VIP Administrator:
	
	Phone:
	
	

	Department: 
	
	Email Address:
	
	
	


	Distribution Code
Enter the organization PTAO account to which the transactions can be charged for the VIP number requested.

	
	Project
	Task
	Award
	Expenditure Type
	Organization

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	8
	2
	2
	0
	0
	0
	
	
	
	
	
	


	Business Office Section 
I designate the person listed above as the VIP Administrator for my department and authorize them to create, change, and inactivate VIP Numbers for my department.  I understand that the VIP Administrator designated above needs to attend VIP Number training and I agree that I will send this person and at least one backup to VIP Number training at the first opportunity.  

	Business Manager Name:
	
	Phone Number:
	
	

	[image: image1]Business Manager Signature:
	
	Date:
	
	

	


	Instructions for Completing the Form

	Department VIP Administrator Information 

Enter all the information requested for the department VIP administrator who will be responsible for issuing VIP numbers within the department. 

Distribution Code
Enter the distribution code for the organization PTAO account to which transactions can be charged.  The pre-populated expenditure type designates the PTAO as a VIP and allows each business system using the VIP Number to designate the proper expenditure type based on the type of purchase.
Business Office Section

Complete this section to indicate the business manager approval of the person who will administer the VIP numbers for the department.

Forward the completed form to the Procurement Department, Electronic Commerce Organization:  Phone: 432- 3227, FAX: 432-3280. 
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