C H A P M A N  U N I V E R S I T Y

	TO:
	[bookmark: _GoBack]NAME
	ATTACHMENT B

	
FROM:
	
XXXXX, Financial Services
	



SUBJECT: 	Chapman University Credit Card Procurement System – Authorization for Credit Card Use

You are hereby delegated to purchase goods and services using the Chapman University Procurement Card issued by Card Issuer.  Your purchases may not exceed $XXXX total in any billing cycle.

Instructions:
1. Please read and sign the Cardholder’s Agreement below to acknowledge your understanding of the
Chapman University Credit Card Procurement System Policy and Procedures and your receipt of the P-Card.
2. Return this form to Financial Services.

CARDHOLDER’S AGREEMENT

I understand that the use of the Chapman University Procurement Card for small-dollar-value purchases on approved university business is a standard procedure of Chapman University.

I understand any single transaction with $10,000 or above needs to be approved by the Executive Vice President & COO prior to the transaction taking place.

I will be expected to use the Chapman University Procurement Card issued to me in accordance with the Chapman University Credit Card Procurement System Policy and Procedures and Chapman University’s Fiscal Policy (http://www.chapman.edu/financialServices/fiscalPolicy.doc),  which I have read and which I understand.

I will not permit another person to use the Chapman University Procurement Card issued to me.  Any such purchases made with my card will be considered to be made by me and are my responsibility.
I will be responsible for the safe keeping of the Chapman University Procurement Card issued to me and, if lost, I will report its loss immediately to Card Issuer and to Financial Services.
  I understand that my personal credit will not be affected by any use of the Chapman University P-Card.

I understand the approved Allocation Report and all original receipts/back-up must be submitted through Concur within 2 days from the close of the billing cycle.
I understand any infractions to the items listed below will result in a 5 (working days) day notice, after which, the P-Card privileges will be terminated:
· Failure to submit P-Card Reconciliation Reports (allocated chart fields, attached receipts, submitted for approvals) through Concur within 2 days from the billing cycle end date.  
· Any personal purchases were charged on Chapman University P-Card.  If by mistake Chapman P-Card was used for personal purchase the Cardholder must submit a check payable to Chapman University immediately.  As a reminder - The intentional use of the P-Card to procure goods and services for other than the official use of Chapman University System is fraudulent use. An employee found guilty of fraudulent use will be subject to disciplinary action up to and including termination and may be subject to legal action.

  I have read, understand and agree to the conditions above.

 Print Cardholder Name: __________________________________  
Cardholder’s Signature                                                                            Date____________
FOR FINANCIAL SERVICES USE ONLY                                            
Card Account Number Ending in XXXXX		Date Issued to Cardholder: XX/XX
Expires: XX/XX		PCard Training: MM/YY		Employee ID#:XXXXXXX
Default Chartfield (Fund-Department-Program): XXX-XXXX-XXXXX
