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The University of Southern Queensland
CORPORATE CARD APPLICATION AND AGREEMENT
	Cardholder Name:
	     

	Position:
	

	Position Classification:
	     

	Reasons for Corporate Card:
	     

	Account codes authorised to expend from:
	     


CARD TYPE (please select one)

 FORMCHECKBOX 
 USQ Executive Card

 FORMCHECKBOX 
 USQ Purchasing Card

 FORMCHECKBOX 
 USQ Individual Travel Card

Travel profile (please select one or both)

 FORMCHECKBOX 
 Travel/Entertainment/Conference etc

 FORMCHECKBOX 
 Limited Travel Expenses (eg, cardholder’s own specifically approved travel expenses)

Cardholder Agreement

My signature below indicates that I have read, understood and have agreed to comply with the terms and conditions of this Corporate Card Cardholder Agreement set out below.

I am being entrusted with a University of Southern Queensland Corporate Card so that I can undertake transactions on behalf of the University.  The Corporate Card may be revoked at any time without my permission.

· I understand that I will be making financial commitments on behalf of the University of Southern Queensland and will strive to obtain the best value.

· I have read and will follow the University’s Corporate Card Procedures.  Failure to do so could be considered misappropriation of University funds.  Failure to comply with this agreement may result in revocation of my use privileges and/or other disciplinary actions.

· I understand that under no circumstance will I use the Card for private (non-business) transactions, either for myself or for others.  Using the Corporate Card for private charges could be considered misappropriation of University funds and I am responsible for reimbursing the University for those personal charges and any fees related to the collection of those charges and may face disciplinary action.

· The Card is issued in my name and I am responsible for its security and safeguarding and the card remains the property of the Commonwealth Bank and the University of Southern Queensland.

· If the card is lost or stolen, I will immediately notify the Commonwealth Bank on 132 221 (24hr service).  I will also notify the University of Southern Queensland Corporate Card Administrator on 4631 2789 and my Authorising Officer. If Overseas, contact Corporate Travel Office on +61 429 311 415.  
· I will reconcile all charges and transactions incurred from the use of my Corporate Card in the Spendvision credit card management solution system within the set period.  I will be responsible for resolving any discrepancies on the statement by contacting the merchant/supplier in the first instance.

· I will immediately follow up on any suspect transactions and notify relevant authorities, including the University of Southern Queensland Corporate Card Administrator.

· I will obtain sales vouchers, Tax Invoices and maintain detailed information for each transaction.  It is my responsibility (or designated officer) to match an appropriate sales voucher and tax invoice to each transaction on my statement and retain signed and approved statements with supporting documentation for five (5) years.

	 FORMTEXT 

     

	
(Cardholder signature)
(Date)
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