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 CARDHOLDER USER AGREEMENT
San Diego State University Research Foundation (SDSURF) is pleased to present you with the JPMorgan Chase MasterCard Procurement Card (PCard) to be used for official SDSURF business purposes only.  Participation in the Procurement Card Program is a convenience that also carries cardholder responsibilities.

As a recipient of an SDSURF PCard, I agree to the following terms and conditions:

1.  The PCard is provided to employees based on their need to purchase business related goods and services.  I understand that my PCard may be revoked at anytime based on change of assignment, transfer of departments or upon termination from SDSU or SDSURF.  This card is not an entitlement nor reflective of title or position.  Initial Here: 

2.  The PCard is for business-related purchases only.  I understand that personal charges are not to be made to the card under any circumstances.  Initial Here: 

3.  I understand that I am the only person entitled to use the PCard.  If a non-business related purchase is charged to my PCard, I acknowledge that I will be personally responsible for all charges.  Initial Here:


4.  I understand that improper use of the card can be considered misappropriation of SDSURF funds, which may result in disciplinary action, up to and including termination. Initial Here:

5.  I understand that I have primary responsibility to avoid conflicts of interest.  I will not use a supplier if my personal outside business or other interest could be construed to have an influence when making a supplier selection.  In addition, I will not use suppliers where I personally have a major economic interest, or where other SDSU and SDSURF employees have a major economic interest.  Such purchases may have the appearance of wrongdoing and will be avoided.  Initial Here:


6.  I am responsible for complying with internal control procedures in accordance with the Procurement Card Program policies, in order to protect SDSU and SDSURF assets.  This compliance includes maintaining original itemized credit card receipts along with other supporting documentation, reconciling monthly cardholder statements and following proper credit card security measures.  Initial Here:


7.  I understand that all transaction documentation and reconciliations will be subject to audit by the SDSURF's Department of Financial Management, SDSU's Internal Auditors, CSU Auditors, and various External Auditors.  Initial Here:


8.  I am responsible for reviewing my transactions monthly in PaymentNet and allocating the expenses to the appropriate project fund number and corresponding account code in the project budget within the published deadlines.  Any charges to my PCard that have not been so allocated may be charged to me.  Initial Here:

9.  I understand that it is my responsibility to ensure adequate project funds are available to pay for purchases made by me.  Note: The available balance on the PCard does not reflect the available budget on the project being charged.  Initial Here:


10.  I am responsible for reconciling my monthly PCard bank statement within five working days following the end of the billing cycle.  Note:  The billing cycle is the 1st day of the month through the last day of the month.  I will resolve any discrepancies by contacting the merchant or by disputing the discrepancy through PaymentNet and JPMorgan Chase.   Initial Here:


11.  I hereby acknowledge that I am responsible for the security of the card, and that if the card is lost or stolen, I must immediately notify JPMorgan Chase Customer Service at # (800) 270-7760 and the PPA at (619) 594-5622.  Initial Here:

12.  I understand that this card is valid only while I am employed in this department and that if I transfer to another department or terminate my employment with SDSU or SDSURF, I must relinquish this card to the PPA, at which point no further use of the PCard or account is authorized.                  Initial Here:


13.  I understand that the Director and/or Dean of my department, as well as SDSURF's CFO, will be notified on a regular basis of excessive missing receipts and repetitive late submission of monthly statements and receipts.  Initial Here:

14.  I further understand that my improper use of this corporate liability card may result in disciplinary action against me should I fail to use this PCard properly.  Moreover, I authorize SDSURF to deduct from my salary or from any other wages or amounts owed to me, any amount of charges that are deemed by SDSURF to be personal charges that must be paid by me.   If SDSURF initiates legal proceedings to recover amounts owed by me under this Agreement, I agree to pay all legal fees incurred by SDSURF in connection with having to bring such legal proceedings.  Initial Here:

15.  I am responsible for reading and understanding the contents of the Procurement Card Program Policy and Procedure Manual which may be viewed at http://www.foundation.sdsu.edu/pcard/index.html.  Initial Here:

I have read and understand all of the above information and the responsibilities of a cardholder.  I agree to abide by the policies and procedures set forth in this agreement as a condition of continued card use.  I understand that abuse of this card may result in the card being immediately revoked upon my failure to comply with any of the terms of this Agreement or with the Procurement Card Program Policy and Procedure Manual.

I acknowledge receipt of PCard Number:

Cardholder Printed Name: 




Cardholder Signature:








Date:

Approving Official Printed Name:

Approving Official Signature:







Date:
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