THE UNIVERSITY OF MAINE SYSTEM

PURCHASING CARD
Designated User Agreement 
The University of Maine System (“University”), a body corporate, is pleased to provide you with access to the Purchasing Card (“PCard”) as a designated user.  This access represents the University’s trust in you and your empowerment as a responsible employee of the University to safeguard and protect its assets.

I,                 , hereby acknowledge receiving access to the Purchasing Card number           , assigned to cardholder,                     , as a designated user. As a designated user, I agree to comply with the terms and conditions of APL VII - C, this Agreement and the stated provisions of the UMS Purchasing Card Manual (“Manual”) provided to me. I acknowledge receipt of APL VII - C and the Manual, affirm that I have read and understand their provisions, and agree that I will comply with the terms and conditions and provider for all charges made by me. I agree that transferring to, assigning to, or use by anyone other than the cardholder or a designated user is considered misuse of the PCard. 

As a designated user of the PCard, I agree to accept responsibility for the proper use of the PCard as outlined in APL VII - C, this Agreement and the Manual. While in my possession, I shall protect the PCard at all times to prevent its unauthorized use. I understand that the University will audit the use of this PCard and that I cannot use the PCard for personal purchases or for any other prohibited transaction. I have read, understand, and agree to abide by the rules presented in the Manual regarding prohibited transactions and the resulting consequences. Furthermore, I understand that I cannot use the PCard at any of the merchant types prohibited in the APL and/or Manual. Should the PCard be lost, stolen or compromised in any manner, I shall immediately advise the Purchasing Card Administrator or Chief Financial Officer, my Supervisor, and the PCard provider. 

I understand that the PCard is the property of the University, and that, in the event of willful or negligent default of these obligations, the University shall take any recovery action deemed appropriate, as permitted by law. I understand the University will collect from me any amounts for purchases found to be improper. If the University initiates legal proceedings to recover amounts owed by me under the Agreement, I agree to pay the legal fees incurred by the University in such proceedings.

Upon transfer from the department or termination of employment with the University, I agree to return the PCard to the cardholder prior to my departure.

I have read, understand, and agree to the schedule of prohibited transactions and excluded merchant types in APL VII - C.

	APPLICANT:
	Signature:
	
	Date:
	

	
	Print Name:
	     
	EmplID:
	

	
	SSN:
	
	University Phone #:
	     

	
	Department:
	     

	
	University Address:
	     


Cardholder Signature: _________________________________
Date: ________________________

Supervisor Signature: _________________________________  Date: ________________________


Use of PCard cancelled per request of: 


                                 Date: ______________
Purchasing Card Administrator Signature:
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