Elon University Procurement Card

Cardholder’s Agreement

1. I understand that by using the Procurement Card (P-Card, Pro-Card), I will be making financial commitments on behalf of Elon University and that the University will be liable for all charges made with the Procurement Card.

2. I understand that the use of the Procurement Card for the purchase of goods is limited to a total dollar amount of $1,000 or less.
3. I will strive to obtain the best value for the University when purchasing merchandise with the Procurement Card.

4. I agree to use the Procurement Card only for authorized purchases and in an appropriate manner, as defined in the Procurement Card Policies and Procedures and in accordance with all other existing purchasing and travel related policies and procedures.
5. I understand that should I make an unauthorized purchase with the Procurement Card or use the Card in an inappropriate manner, I may be subject to disciplinary action up to and including termination, as set forth under University policy.  Unauthorized or inappropriate use will be determined by a committee consisting of the Procurement Card Administrator, Comptroller, Human Resources Director and Internal Auditor.
6. I understand that the University will monitor and audit my use of the Procurement Card.

7. I understand that the Procurement Card remains the property of Bank of America and that I am accountable for activity on the Card.  I agree to return the Procurement Card immediately upon termination of employment at Elon University, or at the request of the Procurement Card Administrator.
8. I understand that it is my responsibility as a cardholder to:  make purchases, collect detailed receipts, approve charges via Works, follow up with vendors and/or the bank on disputes, reconcile monthly charges in Works by the 27th of the month, and submit my statement with all required signatures and original receipts to the Accounting Office at 2900 Campus Box no later than the 22nd of the following month.

9. I have read the Elon University Procurement Card Policies and Procedures and understand them.  Therefore, I agree to abide by all requirements set forth in said Policies and Procedures.

10. I agree to abide by the ethics guidelines set forth in the policies and procedures.

11. I will be responsible for the safe keeping of the Procurement Card issued to me and, if lost or stolen, I will report its loss immediately to Bank of America at 888-449-2273 and to the Procurement Card Administrator at 336-278-5580.

12. I understand that my personal credit will not be affected by any use of the Elon University Procurement Card.

13. I understand that I will not use the Procurement Card to make any purchases that represent, or appear to represent, a conflict of interest between any parties involved in the transaction.

14. My Signature below indicates that I have read this agreement, understand it and agree to be bound by it, and any subsequent amendments or addenda, for as long as I am a Procurement Cardholder at Elon University.
Cardholder Name (Print):  








Cardholder Signature:  








Date:  












Rec’d by Purchasing: ____________


