	I have received the Entity Credit Card, Account Number: _______________
I take responsibility for all expenses charged to the Entity Credit Card, and I agree to:

· Use the Credit Card, for business-related travel, meals and entertainment, hotels and car rentals. My personal expenses will NOT be charged to the Card.

· Personally pay all items charged to the AM EX Card when billed. I will promptly follow up with Credit to resolve any disputed charges.

· Submit a Monthly Expense Report for reimbursement of AM EX Card charges to Accounting, with accompanying receipts and Supervisor approval, per Policy No. 09.

· Return the Credit Entity Card to my Office Administrator or to Human Resources as part of my Exit Interview when I leave the Company, or when I am specifically asked to do so.

· Review Policy in the Employee Handbook for details on Use and Return of Company Property, including Company issued credit cards.

I have read, understand and agree to the above-mentioned terms governing the use of the Entity Credit Card. In addition, I understand misuse or abuse of my Card or willful violation of the terms of this Agreement may result in personal financial liability and disciplinary action, including discharge, per Company Policy No. 35.


	_________________________
Employee's Signature
	_________________________
Print Name


	Employee Number: _______________ Office: _______________

Date Card Received by Employee: _______ Card Expiration Date:_______

Acknowledgement Form received by Entity & card info entered in HRIS by:
_______________ (initials/date)

Card returned to HR on: ____________________



