INDIVIDUAL PROCUREMENT CARD USE AGREEMENT

AGREEMENT made this day of , 2010, between Tri-County Special
Education, Jackson, Perry & Union Counties, Illinois (Charles W. “Chuck” Hamilton, Director)
and

(hereinafter the “Employee”).
WITNESSETH:

WHEREAS, by this Agreement the Employee has been entrusted with a
Procurement credit card (“p-Card”) for use in the purchase of goods and services solely and
exclusively for the authorized business purposes of Tri-County Special Education; and

WHEREAS, the Employee agrees to abide by the terms and conditions of the p-
Card as set forth herein.

NOW, THEREFORE, consideration of the mutual covenants and conditions set forth
herein, it is agreed by the Board and the Employee as follows:

1. The Employee hereby agrees to immediately return the p-Card upon request.

2. The Employee shall not use the p-Card for the purchase of any goods or service that is not
authorized by this Agreement or by the written approval of the Director.

3. The Employee shall submit receipts and such other reasonable documentation of goods or
services purchased as requested by the Business Manager.

4. The Employee shall review any unauthorized monthly p-Card transactions, provide written
explanation for such, and make restitution to Tri-County Special Education when appropriate.

5. The Employee shall, in the event of a possible loss, theft, or unauthorized use of the
Card, notify the Bank by phone at (800) 361-3361 or by fax to the Bank at (888) 224-5394.
The Employee shall also immediately notify the Business Manager of possible loss, theft,
or unauthorized use of the Card.

6. Attached herewith and incorporated by reference herein is a Statement of Authority of p-Card
use that sets forth the authority and express limits of authority of the Employee’s use of the
p-Card.

7. Utilization of the procurement card must be within annual budget parameters.

8. The procurement card may not be utilized to circumvent District’s bid requirements.

9. This Agreement may not be modified in anyway without the approval of the

Board.

IN WITNESS WHEREOF, the parties hereto have made and executed this Agreement
the day and year first above written.

Staff Member Date
Supervisor Date
Director Date
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TRI-COUNTY SPECIAL EDUCATION J.A.
Procurement Card Information

Name:

Assigned Work Location:

Supervisor:

Limit per Transaction: $per approved requisition

Monthly Limit: $approved requisition

Note: Employees are not authorized to use a procurement card until final
approval by Charles Hamilton, Director has been obtained. The employee
and when appropriate supervisor will be notified of final approval by the
Business Office. Substitutes are not Tri-County employees and should
never be given a p-card.

All Tri-County buildings i.e. (TCC, McElvain, Choate, Ward) must:

1. maintain copies of this form with all signatures to verify approval prior to
allowing any employee use of said card.

2. require all employees to sign out and sign in p-cards
3. require all employees to obtain an approved purchase order prior to card
sign out/use
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