LAFAYETTE COLLEGE

PURCHASING CREDIT CARD (P-Card) 
Cardholders Responsibility Statement

Your participation in the P-Card program is a convenience related to the performance of your duties at Lafayette College and carries responsibilities along with it.  Although the card is issued in your name, it is Lafayette College property to be used for Lafayette College related purchases only, and needs to be used with good judgment and consistent with the guidelines promulgated by the College.  Your signature below verifies that you understand the P-Card Program guidelines, including those outlined below, and you agree to comply with them.

1. The P-Card is provided to employees based on their need to purchase business related products.  A card may be revoked or the purchasing authority modified by the College at any time and for any reason.  The card is not an entitlement nor reflective of title or position.
2. The P-Card is approved for Business Use ONLY.   Personal charges or other unapproved charges are not to be made on the card and can be reason to revoke the card.  If there are charges made using the card which are not approved by the College, I hereby give Lafayette College permission to withhold those amounts from my pay so that the College is appropriately reimbursed.
3. You are the only person entitled to use your card and you are responsible for ALL charges made against your card.  Do not let others know your number or use your card, or the card may be revoked.
4. Improper use of the card can be considered misappropriation of College funds, which may result in revocation of the card or further restrictions on its use and may result in disciplinary action, up to and including termination of employment.  You are responsible to allocate charges only to budgets that you have been authorized to charge against.  Allowing someone else to use your card and not having receipts or approval for the charges is considered not complying with policy.
5. You agree to be aware of and comply with all P-Card policies and procedures, and read the outline for Policies and procedures.   Any questions should be discussed in the training session.  The procedures manual and other materials will be made available to you by the College.  You are also expected to follow other College policies, such as using approved vendors, adhering to any standards program and/or bidding where appropriate.

6. You are responsible to have all purchases approved prior to ordering and to maintain all supporting documentation concerning your use of the card, including all receipts.  You are required to reconcile your monthly statement in a timely fashion (On-line account information by the end of the month and the printed report with receipts, approved, received in the Procurement Office by the 10th of next month).

7. You will report a lost or stolen card immediately to the number provided by the bank holding the card and to the administrator of the P-Card program in the Purchasing office.

8. Your card may be revoked if you are assigned to a different department.

9. You must surrender your card upon termination of employment.  The College can also require you to return the card at any time and for any reason.

_____________________________________________________________________________________

Cardholder - Print Name                                                                Signature




_________________________________________________     ____________________________


Department Name






Date
