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The University of Southern Queensland
CORPORATE CARD AUTHORISING OFFICER AGREEMENT

	Cardholder Name/s: 
	     

	Approved Limit: 
	$     


Authorising Officer Agreement

My signature below indicates that I have read, understood and have agreed to comply with the terms and conditions of the University of Southern Queensland Corporate Card Authorising Officer Agreement. I have been nominated as a University of Southern Queensland Corporate Card Authorising Officer and have the responsibility for ensuring staff under my control issued with Corporate Cards are using these for official University transactions. The Corporate Cardholder is being entrusted with a University Corporate Card based on the need to undertake transactions on behalf of the University.  The Corporate Card may be revoked at any time without either my or the Corporate Cardholder’s permission.

By signing below I accept the following terms:

· I understand that I will be confirming and authorising financial expenditure transacted on behalf of the University of Southern Queensland, undertaken by cardholders reporting to me.

· I have read and will follow the University of Southern Queensland Corporate Card Procedures.  Failure to do so could be considered a misappropriation of University funds and the authority given to me could be revoked.

· I understand that I will be responsible for monitoring cardholders’ expenditure and use of their Corporate Card and will ensure that the Corporate Card is not used to make private purchases.

· It will be my responsibility to reinforce this procedure with cardholders under my control and if I believe transactions to be of a suspect nature I will raise this with the cardholder in question and inform the University of Southern Queensland Corporate Card Administrator.

· I understand that if the card is lost or stolen, I will – with the card holder – ensure that notification will be made to the Commonwealth Bank on 132 221 (24hr service) and also to the University of Southern Queensland Corporate Card Administrator on 4631 2789. If Overseas, contact Corporate Travel Office on +61 429 311 415.  
· I will ensure that upon termination of cardholder employment that the Corporate Card is retrieved and destroyed and appropriate notification given to the University of Southern Queensland Corporate Card Administrator. 

For USQ Purchasing Cards and USQ Travel Cards 

· I understand that it is be my responsibility to review and approve all the cardholder’s transactions monthly (or for USQ Travel Cards - authorise/decline these within the Spendvision credit card management solution) after satisfying myself that:

· appropriate documentation was evident;

· correct account codes have been used;

· the transactions meet University guidelines; and

· goods and services have been received.

· I will ensure that the cardholder has provided adequate description of each transaction to satisfy any subsequent inquiry.

· At the end of the accounting period (monthly) I will sign a Transaction Statement, verifying that all supporting documentation has been sighted and retained.

	     

	
(Authorising Officer name)
(Authorising Officer signature)
(Date)


	     

	
(Position)
(Department/Faculty)
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