Authorized User Purchasing Card Acknowledgement
of Use Agreement
    	This agreement is between the _____________________ (name of State Agency) and _____________________________(name of State Employee).
Agency Purchasing Card Policy.  I have read, understand and agree that I am responsible for the proper use of the purchasing card as outlined in the (name of State Agency) Purchasing Card Policy attached hereto and the state Purchasing Card Policy 1b.
State of Minnesota Property.  I acknowledge that the purchasing card is the property of the state of Minnesota and the Agency, and is to be used ONLY by me for official state business, and only as outlined in the Policy attached to this agreement.  I will not share my card account number or permit anyone else to use my card.  I agree to maintain possession of the card at all times.
I understand that all incentives, including, but not limited to, rewards or loyalty points, free gifts, or gift cards, etc. earned with a purchase using the purchasing card can only go to an agency account or program, and not to me or my personal account, or for my personal use or benefit.
Conditional Use.  In addition to the requirements, limitations, and uses outlined in the attached agency policy the following additional conditions have been placed on my use of the purchasing card issued to me:
(Agency policy to be attached to cardholder’s copy of this agreement only.)
Insert further cost and/or item restrictions for this card, if any:


Loss or Theft of Purchasing Card Notification.  As an authorized user of the purchasing card, I will notify the contract vendor immediately and the Agency Purchasing Card Coordinator as soon as possible or immediately the next working day if the card is lost or stolen, or in the hands of an unauthorized person, or the card account number has been compromised.  Pertinent information regarding the lost or stolen card, or improper use will be provided. I will make a reasonable effort to recover the card from an unauthorized person.
If I fail to notify the Agency Purchasing Card Coordinator and the purchasing card vendor as soon as possible or immediately the next working day upon realizing that the card is missing or has been misused, I may be considered negligent, and my authority to use the card may be suspended or withdrawn.  The card may not be reinstated until such time as I explain to my agency head or delegate how and why I was unable to keep track of the purchasing card.  At that time a determination will be made as to whether I will be reissued a purchasing card.
Receipts.  I will retain all receipts and compare them to the bank memo statement I receive monthly, or to the transactions downloaded into SWIFT, within 10 days of receipt of the memo statement. If a receipt does not match a charge on the memo statement or if a charge is not supported by a receipt, I will first attempt to resolve the discrepancy with the merchant for the transaction.  I will then report the discrepancies to the Agency Purchasing Card Coordinator and explain the status of each one.  I will maintain a purchasing card log, as specified by my Agency’s Purchasing Card Policy, to track purchases and receipts and assist in review and approval.   My supervisor or other agency-designated individual will approve each monthly memo statement or purchasing log by signing the memo statement and purchasing log.  
Discrepancies on the Statement/SWIFT transactions.  I will investigate any transactions on the monthly statement that I didn’t make or that do not agree with my receipt or my purchasing card log.  I will contact the billing merchant about the discrepancy first.  If I cannot resolve the matter with the merchant, I will either start the formal dispute process, or if the transaction was not made by me, report it to the Fraud Department at the card contract vendor.
Vendor Notification.  I will notify the purchasing card vendor by telephone and the agency Paying Location in writing with documentation if there are any discrepancies on the memo statement that I can’t resolve with the merchant, or are for transactions not made by me, and place those transactions into dispute or report them as fraud. The Agency Purchasing Card Coordinator will keep a copy of the cardholder’s dispute request and supporting information for the agency’s records and to check that the credit or correction is made in the future upon resolution of the dispute.
Return of Purchasing Card. Upon termination or other circumstances in which the Department of Administration, the agency head or the Agency Purchasing Card Coordinator require the card to be revoked or turned in, I will return the card promptly to my supervisor or the Agency Purchasing Card Coordinator. 
Misuse of Card.  Further, I understand that my Agency and/or the Department of Administration may revoke or suspend my use of purchasing card privileges without notice if the terms and conditions of this Policy and Procedure Acknowledgement or any amendments to it are violated.  I understand that misuse of the purchasing card, including use by any other individual (regardless of employment status) or for my personal use, is cause for permanent revocation of the purchasing card and other discipline up to and including discharge pursuant to Minn. Stat, §16A.15, subd. 3, and Minn. Stat. § 43A.38, subd. 4, and that disciplinary action may be taken in accordance with these statutes, any other applicable statutes, and the applicable bargaining unit agreement.
Authorized User’s Agency: 
Agency Fax Number:
Authorized User’s Agency Address:
Authorized User’s Work Phone Number:
Authorized User’s email:

__________________________________________________________________
Authorized User (Printed)                            Signature                              Date	Employee ID No.

__________________________________________________________________
Supervisor (Printed)                                                               Signature	Date

__________________________________________________________________
Agency Purchasing Card Coordinator (Printed)                    Signature	Date

[bookmark: _GoBack]This agreement will be kept on file with the agency for as long as the cardholder has a purchasing card.  The cardholder and supervisor will have to resign a new agreement form every three years.
