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SCHOOL DISTRICT CREDIT CARD USE AGREEMENT
This District Credit Card Use Agreement (“Agreement”) is between Corry Area School District (“District”) and 

______________________________________
_____________________________________


(Employee Name – Printed)
(Credit Card Number – exactly as shown on card)
I am the employee named above and I received the above-listed credit card associated with the commercial credit account of the District (“Card”) and I confirm all my information is correct.  By my signature on this Agreement, I will agree to comply with and be bound by the following conditions:

1. I understand the District is a Tax-Exempt Organization, and therefore, cannot be charged tax on any purchase.  I agree to submit the Tax-Exempt documentation provided to me by the District on every purchase I make with the Card.  If a purchase is made resulting in tax being charged, I agree to contact the company for a full refund of that tax amount.

2. I understand that all purchases placed with this Card must be pre-approved through the District’s Business Office normal purchasing procedures.  Any charges made without written pre-approval may be considered unsupported resulting in disciplinary action and possible collection procedures. Written pre-approval from the Business Manager or Assistant Business Manager should be dated prior to the purchase being made and attached to the copy of the receipt as backup.  
3. I understand that copies of the card, or retaining card information after use is prohibited.  Any forms containing this confidential information will be destroyed or the card information suitably blacked out, once the transaction is completed.  

4. I understand that under no circumstance will card information be sent via email, which is an unsecure method of communication.  Online purchases may be made as long as it is on a secure website (https://).  Card information may be shared via telephone as long as the receiver of that information is a known and reputable vendor.  Any other methods of transmitting card information should be preapproved by the Business Manager or Assistant Business Manager.

5. I understand the District may review and investigate use of this Card and I have no expectation of privacy concerning any charges incurred.  I will cooperate with any such review or investigation.  I agree to be held personally liable for the total dollar amount of any improper charges incurred plus any administrative fees assessed in connection with misuse of this Card.  I agree that any personal, unauthorized, or illegal charges made by me, including any administrative fees and/or finance charges assessed in connection with such charges, and paid for by the District on my behalf will be considered a personal loan to be repaid to the District plus finance or other charges due in connection with the misuse of this Card and the District may take appropriate legal action to collect the monies owed.  If the District is required to take legal action to collect monies owed under this Agreement, I agree to pay the District’s expenses, including attorney’s fees, incurred in its collection efforts.  I agree that I may be liable for improper charges that result from allowing others to use this Card. 

6. I agree to reconcile my expenses and timely submit an expense report from which the District will pay the charges incurred in connection with this Card.  The expense report will be submitted using the District’s standard P-Card Expense Detail sheet and shall be supported by appropriate documentation as required by the District.  If I fail to timely submit accurate and complete expense reports, the District will consider the unsupported charges incurred in connection with this Card to be a personal loan and may collect those amounts from me as described above. 
7. I understand this Card is District property and I will be making financial commitments on behalf of the District when using this Card.  I agree that use of this Card is limited to business purposes authorized by the District.  I agree this Card must not be used for any personal, unauthorized, or illegal charges and any such misuse will result in cancellation of this Card and may further result in disciplinary action up to and including termination of my employment. 
8. I agree to return this Card immediately upon request by management or upon termination of my employment for any reason (including retirement) with the District.  I understand that this Agreement is revocable by me at any time upon written notice to my immediate supervisor at the District.  If revoked, I understand I must stop using the Card immediately and return it to the Business Office with my revocation notice.  I understand that if revoked, I remain responsible for any misuse and remain indebted to the District for any personal, unauthorized, or illegal charges made prior to the revocation and return of the Card. 

9. I promise to immediately notify the Business Office upon discovering this Card has been lost, misused, or stolen or this Card has been the subject to fraud, unauthorized use or misuse.  I agree to cooperate with any investigation concerning the loss, theft, or suspected misuse of this Card.

__________________________________________________
__________________

                                             Employee Signature
                Date
__________________________________________________
__________________

                                            Received by Signature
                Date
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