HIGHLINE COLLEGE
US BANK PROCUREMENT CARD

MEMORANDUM OF UNDERSTANDING

(USER AGREEMENT)

I understand that Highline College has authorized my use of a procurement card for authorized business expenditures on its behalf. In accepting and/or using the card, I agree to be bound by the terms and conditions which follow:
1. I will use the card issued to me only for the payment of authorized expenses on behalf of my program.
2. I will not use the card to obtain cash advances.
3. I will not allow usage by any unauthorized person.
4. I will not use the card for personal use.
5. I will obtain proper approval of all charges. I also understand that I am responsible to provide appropriate documentation for all card transactions.
6. I will surrender the card to the card administrator in the event of my transfer or separation from the College.
7. I will immediately report any lost or stolen card to US Bank at 1-800-344-5696 and to the card administrator in Highline’s Purchasing Office.
8. I understand that any charges against the card not properly identified or not allowed by the College shall be paid by myself by check, cash, or salary reduction. I further understand, that in the event of any disallowed charges which are not repaid before the card billing is due and payable, the College shall have a prior lien against and a right to withhold any and all funds payable to myself up to the disallowed charges and interest at the same rate as charged by the company which issues the card. I further understand that I will not use the card if any disallowed charges are outstanding and shall surrender the card upon demand of the card administrator or my supervisor. 
9. I understand that any variance and/or violation to the above conditions may result in cancellation of the card and/or personal liability for dishonored charges. Misuse of the card may also result in discipline, up to and including termination.

10. I understand that any Highline College procurement card use is subject to examination by the state auditor’s office.

The College shall have unlimited authority to revoke use of any credit cards issued and upon such revocation shall not be liable for any cost subsequently charged to the card.

I HAVE READ AND UNDERSTAND THE ABOVE CONDITIONS AND I HAVE ATTENDED THE REQUIRED PROCUREMENT CARD TRAINING COURSE.

_____________________________


________________________________
Signature


Date


Supervisor/Manager Signature

Date

________________________________________

Credit card number

Received Card:______________________________

Date:_____________________
