City of Madison P-Card Agreement
Introduction

The City of Madison has entered into an agreement with Bank One, JP Morgan-Chase, to provide qualified employees with a Commercial Purchasing Card to purchase selected products and services generally costing less than $1,000 (or a lesser Single Transaction Limit as established by the Agency Card-coordinator).

The policies contained in the Purchasing Card Manual must be followed by Cardholders as guidelines for conducting Company business. Policy violations will result in revocation of Cardholder privileges and possible disciplinary action.

Participating Employee Acknowledgment of Responsibility

The cardholder agrees to verify the accuracy of the monthly billing statement and to forward to your agency purchasing card contact the statement along with the detailed receipts stapled to the back of your statement, within one week of receipt of same. The cardholder is responsible for ensuring that all charges made to the purchasing card are for appropriate City of Madison expenditures, in line with the spirit of the purpose of the card. Should a cardholder terminate employment or transfer between agencies, the user agency has the specific obligation to contact the City Purchasing Services (266-4521) to have the account closed, and to reclaim the purchasing card and destroy it prior to the employee’s termination or transfer date.

The cardholder may not make personal purchases on the card, or use the card for purposes that are outside the bounds of the employees normal business purchasing needs or authority per the employee’s supervisor. If personal charges occur, or if the card is otherwise misused, the cardholder promises to reimburse the City of Madison, and grants the authority for the City of Madison to withhold any personal charges placed on the card from employee’s paycheck. If a card is lost, the cardholder has the responsibility to notify MasterCard Financial Services immediately.

As holder of this purchasing card, I agree to accept the responsibility for the protection and proper use of this purchasing card, as enumerated above. I understand that non-adherence to any of the above procedures may result in revocation of individual cardholder privileges or employee discipline up to and including termination.

Name of Employee:      


(Cardholder Name) (Please Print)

Cardholder Signature:

Date:      


Supervisor Signature:

Date:      


Will the cardholder use SXD P-Card Reconciliation module thus need Access to SXD?:


(Check correct answer)   FORMCHECKBOX 
 YES or  FORMCHECKBOX 
 NO 

Alternate Name:      

The Alternate is the employee that will reconcile the cardholder’s transaction activity on SXD.

Approver Name:      


The Approver is that person responsible for approving SXD reconciliation activity.

Return completed form to City Purchasing Services, CCB, Rm. 513

P-Card will be issued within two weeks of receipt.  Training must occur prior to use of card.
Purchasing Services will contact cardholder to schedule a training date.
Approval:

Date:



( Purchasing Services Card Administrator)

Training Date:

Verified by:
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