CREDIT CARD PARTICIPATION AGREEMENT
Upon receiving a credit card, I agree to the following conditions:
1. I agree that the card will be used only for purchases of items to be used solely by Roane State Community College or for an officially authorized function of the College.
2. I agree to complete any and all reporting requirements promptly by the due dates requested in order to expedite payment and recording of the expenditure transaction.
3. If purchase is for food over $50, a signed food authorization form will be sent to the Purchasing Department PRIOR to the credit card being released.
4. The card will not be transferred either permanently or temporarily to another person but will remain in the custody of the individual acknowledging receipt thereof.  
5. The credit card will be returned before the end of the business day unless permission is given by the Purchasing Department for special circumstances.
6. The credit card receipt will be signed along with the account number listed and purpose for the purchase written on the receipt.
7. I agree to reimburse the College immediately for any purchase made through use of the credit card in the event that the expenditure is deemed inappropriate for purchase with College funds.
8. I authorize the College to deduct from my payroll check any disallowed charges which have not been resolved within thirty (30) days of receipt of notification of the questioned charges.

By signing below, I agree to the terms and conditions stated above.  I understand the violation of any of the above terms and conditions may result in immediate cancellation of card privileges and require immediate return of the credit card to the purchasing department.


Employee Signature:  ___________________  _____         ___	Date:  ________________ 
Budget Manager: ___________________________________	Date: ________________ 
Supervisor:___ _____________________________________	Date: ________________
Purchasing Agent:  ____________________                  ______  	Date:  ________________
		Revised 11/16/17
