
__________ School  

Purchasing Cardholder Agreement

1. The Purchase Card is to be used solely for school business purchases, not personal purchases.
2. The cardholder is the only person authorized to use the P-Card issued in their name. 

3. Employee will reconcile purchase transactions on their account by the 30th of every month.  Transaction information is available to you through the banks online access tool Spend Dynamics.   
4. Employee will be responsible for providing supporting documentation for all transactions debited to their Purchasing Credit Card. 

5. Employee must continue to use our requisition process (excluding office supplies)

6. Forward reconciliation to Accounts Payable by the 5th of every month. 

7. Employee with Supplier are to resolve any issues concerning an order. 

8. Ensure orders are complete when receiving goods and services. 

9. Your use of the card is always subject to review by your manager, purchasing or audit. Therefore, it is very important that you maintain good records.
10. Should my employment with ________Public Schools terminate, I am responsible for returning the Purchase Card to the Program Card Administrator immediately.
11. If the Purchase Card is used for personal purchases, for unauthorized items or by someone other than myself, I hereby agree to personally pay either ________School or the vendor for such purchases and hereby authorize________Schools if necessary, to withhold from my paycheck any amount necessary to pay these charges.

Please sign below that you have received your purchasing card and agree to the terms and conditions of the ________Schools Purchasing Card.

Name of Cardholder___________________________________
Date__________________

     (Please Print)

Cardholder’s Signature_________________________________

NOTE:
In addition to the above consequences for misuse of the MasterCard Purchase Card, ________ School retains the right to take further action, whether in the form of disciplinary action, termination of employment, and/or legal prosecution, in the event of gross misuse or fraud involving ________ School funds.

Contact Number to Customer Service
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MasterCard Contact Center (for cardholder inquiries)





Monday to Saturday 8am to midnight, Sunday 10am to midnight and 24/7 IVR





Toll Free Calls from U.S. & Canada:	(888) 267‐7838


Outside the U.S. & Canada Call Collect:	(416) 263‐2263





Lost or Stolen Cards 24 hours Call at once if card is lost or stolen


Toll Free Calls from U.S. & Canada:	(800) 361‐3361


Outside U.S. & Canada Call Collect:	(416) 232‐8020





MasterCard Global ServiceTM* emergency assistance collect:	(314) 542‐7111
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