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[bookmark: _GoBack]Inter-Departmental Hierarchy Transfer Agency Request Form


Name of Cardholder:   


Last Eight (8) of Card Number:   


Name of Requesting A/OPC:


	OLD HIERARCHY

	TBR1
	TBR2
	TBR3
	TBR4
	TBR5
	TBR6
	TBR7

	
	
	
	
	
	
	



	NEW HIERARCHY

	TBR1
	TBR2
	TBR3
	TBR4
	TBR5
	TBR6
	TBR7

	
	
	
	
	
	
	



Instructions:
1) The receiving A/OPC must indicate they agree to the transfer by either requesting the transfer or showing agreement in an email.

2) The receiving A/OPC must have TBR3 (in rare cases level 4 will be accepted) access.

3) Requests should be emailed with “Hierarchy Transfer Request” in the subject line to the Department Coordinator.

4) A/OPCs of the old hierarchy will continue to be responsible for the card until it is transferred out.  An alternative procedure is to cancel or close the card when the employee leaves the agency and have them re-open the account at the new agency.
















