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ØB 18-09-2017UK
Please scan and submit the signed application and empowering statement  form to kreditkort@au.dk
It is the responsibility of the individual employee (cardholder) to supply vouchers/documentation and complete the expense report. The employee's organisational unit is responsible for ensuring that the individual cardholder supplies vouchers/documentation to permit correct registration and settlement in the travel expense report system. Travel and expense accounts are checked and approved in the travel expense report system.
 
In the event that a card goes missing, for example due to loss or theft, the cardholder must immediately contact the Credit Card Service Department on +45 36 73 74 50, which is open 24/7. Upon termination of employment, the cardholder or the organisational unit in question must cancel the card by e-mail to kreditkort@au.dk.
 
By signing this form, the applicant confirms:
• that Aarhus University may disclose the cardholder's civil registration number (CPR) to the card issuer for collection of address details
• that the cardholder is aware that the amount owed will be deducted from cardholder's salary payment unless a substantiated and
  authorised expense report is submitted on time
• that the cardholder has read “Rules and regulations for the use of credit cards at Aarhus University” and accepts the conditions for use of the credit card stated in this authorisation form.
AU
AARHUS UNIVERSITET
Application and empowering statement for issuance of credit card with company liability 
Cardholder's
Ønsket kreditmaksimum skal angives
The cardholder is authorised to use the credit card allocated by Aarhus University for minor purchases and payments in Denmark and abroad in cases where payment cannot be made in accordance with standard procedure by submission of an invoice.
 In accordance with the credit card agreement and applicable law, the card can therefore be used in connection with:
 
• Expenses during official trips in accordance with the circular on the agreement regarding official university travel
• Cashwithdrawals abroad (including in Danish airports immediately prior to departure), generally up to a maximum of DKK 2,000
• Axis for official university purposes in Denmark and abroad
• Internet purchases (except where purchase agreements for Aarhus University are in place)
• Payment of other specially substantiated minor purchases, cf. “Rules and regulations for the use of credit cards at Aarhus University”
• Minor private expenses during official university travel related to the trip or accommodation during the trip that will be reimbursed
  by the employee in connection with the settlement of the expense report. The expenses cannot exceed the equivalent hourly or daily
  allowance regarding official university travel.
 
The standard credit limit is DKK 50,000 per month.
Supervisor (usually head of department)
Cardholder
The form should be completed online.
Max. 22 charaters
If a staff member needs a temporary increase in his/her credit maximum, his/her manager (most often the head of department) should submit a request to kreditkort@au.dk. The name and CPR number of the staff member should be included in the request. The credit maximum on his or her AU card will then be increased to DKK 75,000 for a period of thirty days. Requests for temporary increases received before 2 pm will be processed and granted the same day.
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