
Arkansas Tech University Employee PCard Application Process 

 

Complete Employee Agreement 
located under the PCard section 

of the Procurement website
Obtain required signatures 

included on the form

Vice-President forwards 
approved application to 

Procurement for submittal to 
Bank of America. 

Procurement notifies you via 
email concerning application's 

progress and online PCard 
training requirements

Complete online PCard training Purchasing notifies you that 
card is available for pickup

You must come to the 
Procurement Office in person 

with Tech ID to obtain the card


