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	Approver Agreement

	
	PurchasinG Card Program
 Card Program



The Purchasing Card program is intended to delegate both authority and responsibility for low dollar value purchases to front line personnel in your organization.  As a public entity, the University shall conduct itself in such a manner as to foster public confidence in the integrity of the University’s procurement operation.  While it is the respective Vice-President, Dean, Chair, or Director who has overall responsibility for ensuring that the public shall be best served, the designated Approver shall be responsible for monitoring daily operation of the Purchasing Card program to ensure it shall withstand public scrutiny.  Your Vice-President, Dean, Chair, or Director has recognized you as a person of high integrity and sound judgment by assigning you as an Approver in the Purchasing Card program.
My signature below indicates agreement to these primary responsibilities as an Approver in the Purchasing Card Program:  

· To comply with terms and conditions of this Agreement, the Purchasing Card Training and Policy Manual and all references made thereto.  I acknowledge the Purchasing Card Training and Policy Manual and affirm that I have read and understand its terms and conditions.  I understand that my agency and organization shall be responsible for all Purchasing Card purchases made by the employees in my agency and organization.

· To promptly report to the appropriate official(s) any suspected misuse of the Purchasing Card and/or the policies and procedures cited within the Purchasing Card Training and Policy Manual.  Such appropriate officials include, but are not limited to, the leadership staff in my organization, the Purchasing Card Administrator, the Comptroller, and/or Internal Audit.

· To ensure that Reconcilers promptly report any lost or stolen Purchasing Cards, ensure that Reconcilers who are leaving or terminating employment with the University return their Purchasing Cards and ensure that terminated Reconcilers are immediately reported to the Purchasing Card Administrator.
· To obtain Reconciler Purchasing Card transaction documentation in accordance with policies and procedures cited within the Purchasing Card Training and Policy Manual, verify the accuracy of said documentation and retain the records for subsequent review and audit.  Record retention shall be in accordance with the State of Arizona and the Arizona Board of Regents Policies and Procedures.

· To assist compliance officers and auditors in examining Purchasing Card program documentation.
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