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MATCH AMEX CARDHOLDER AGREEMENT
This policy covers the use of any credit cards issued in the name of the Match School, Match School Foundation, and the Charles Sposato Graduate School of Education, collectively referred to as “Match” throughout this agreement and the AMEX policies and procedures guide.  
All provisions of agreements entered into with any credit card-issuing company (e.g. American Express) must be followed without exception.  Match employees and representatives in whose names cards are issued are responsible for knowing and following provisions of the agreements.

Inherent in having been issued a credit card by Match is the authority to enter into purchase transactions on behalf of Match.  If a credit card agreement allows for use by someone other than individuals in whose name the card was issued, authorization for purchases must be obtained from the individual in whose name the card was issued before completing any purchase transactions.  If a credit card agreement prohibits use of the card by someone other than the individual authorized, then no person other than the individual authorized is permitted to use the card and any abuse of this policy may result in loss of the card and/or termination.  
Individuals in whose names Match cards have been issued are solely responsible for obtaining and promptly submitting complete documentation to the business office.  They are also responsible for assisting business office staff in properly recording charge transactions in the proper general ledger accounts.  

Match credit cards may be used only for Match-related activity.  In no case may personal expenses be charged on a Match credit card. Transactions that involve both personal and Match activity must be paid in some form other than with a Match credit card.
Cards lost, suspected of having been lost or known to have been misused should immediately be reported to the issuing company and to the business office.

By executing this document and thereby agreeing to its terms, [image: image1.wmf]

 is authorized to use American Express card number [image: image2.wmf]

to enter into purchase transactions and to bind Match in these transactions subjects to dollar limits and other provisions and limitations addressed in a separate document entitled Match AMEX Policies and Procedures.
The cardholder signing this agreement, this cardholder Choose an item. given approval to authorize the use of his or her card to another Match employee.  The name(s) of the Match employee(s) this cardholder is allowed to authorize proper use of his/her Match AMEX card is/are as follows:
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By signing below, Match employees and representatives acknowledge their awareness of and commitment to abide by the following provisions of this credit card policy as well as awareness that violations of any provisions of this policy may result in a loss of card privileges and/or termination.
_________________________________________________

________________________
Signature of Cardholder





Date of Signature
MATCH AMEX POLICIES AND PROCEDURES
RECEIPT REQUIREMENTS
Valid receipts must be obtained for all charge transactions.  Valid receipts are original documents (such as would be generated by a cash register belonging to a retailer, for example) that include the seller’s name, sale date, and amount charged.  Cardholders must turn in itemized receipts that show the details of items or services purchased.  

In the case of online purchases, a printed transaction summary that includes the name of the vendor, description of goods and/or services purchased, date of the purchase, amount of purchase, and a statement to the effect that a charge and/or purchase has been made should be provided. (Preliminary online transaction documents such as an “Order Confirmation” or “Travel Itinerary” are not valid receipts unless they also include the data listed above and the final charges).

Receipts must be turned into the business office by the due date specified in the monthly e-mails sent by the business office.  Individuals in whose names cards are issued are responsible for providing receipts to the business office. The absence of a receipt may result in the authorized staff member being charged for the expense.
OTHER DOCUMENTATION REQUIREMENTS

Cardholders must turn in all other significant pieces of documentation for each AMEX transaction.  These documents include packing slips, pre-approvals, approvals, statements, e-mails of importance related to the purchase, and any other documents the purchaser receives that may support the validity of the purchase and the receipt of the items or services.  All documents should be coded with the transaction number that they support and be organized with all other documents relating to the transaction.  
Cardholders are not allowed to let other Match employees or any other individual to use their cards.  However, the business office understands that there may be occasional, unique situations that require the use of a Match AMEX card when the cardholder is not available to directly make the purchase.  When these rare situations occur, the cardholder must inform the business office of his or her pre-approval for another employee (non-employees are never authorized to use the cards) to use the card.  Prior to the use of the card by anyone other than the cardholder, an e-mail should be sent to accountspayable@matcheducation.org indicating the following:

· The full name of the individual pre-authorized to use the card.

· The date(s) the cardholder has possession of the cardholder’s card.

· The type of purchase the individual is authorized to make.

· The maximum total dollar amount of the purchase(s) the individual is authorized to make.

Please note that certain cardholders were pre-approved by the business office to authorize a specific list of individuals the use of their Match AMEX cards.  The above notification to the business office is not required when an individual from the pre-approved list makes a purchase on behalf of the cardholder.

APPROVALS

Any purchase or purchases totaling more than $500 will require documented pre-approval from the appropriate Level 2 approver.  Prior to completing a purchase, cardholders must fill out the Match AMEX Pre-Approval Form, have the form signed by the appropriate approver, and include the form with the other documents for the purchase(s).  

Receipts submitted for a purchase or bulk purchases totaling more than $500 will be considered incomplete if the business office does not also receive a complete and accurate pre-approval form.  
PURCHASE RESTRICTIONS

Purchases should not be made from vendors that cannot provide receipts or invoices.
Purchases should not be made from vendors that Match has an account with.  Cardholders must contact the business office if they are not sure whether or not a vendor already has an account set up with Match.  
DEADLINES

All cardholders must complete and submit all required documentation by the deadlines specified by the business office.  The business office will attempt to e-mail cardholders an AMEX template to complete within two business days after the statement closing date and provide a submission deadline of no later than five business days after the templates have been e-mailed to the cardholders.  The template, along with all required documentation, must be submitted by the deadlines provided in the e-mails that the templates are sent in.  Since cardholders are expected to keep all AMEX documentation organized as purchases are made, the business office requires cardholders to have all receipts and other documentation prepared for submission the day after a statement closing date.  For that reason, there are no exceptions to the deadlines provided by the business office.
PROBATION AND TERMINATION
The use of a Match AMEX card is a privilege intended to simplify the purchasing process for cardholders.  In order to meet strict audit and federal grant documentation requirements, the business office is responsible for ensuring that all Match purchases are reasonable, clearly and thoroughly documented, and properly approved.  For this reason, the business office must begin to limit and/or remove the privilege of the use of a Match AMEX card to any cardholder who does not comply with Match’s and/or American Express’s policies and procedures.  The following outline explains the actions the business office will take for specific offenses:
1. Temporary Probation
What It Means:

· The business office will immediately restrict the cardholder’s monthly transaction limit to $500 for a period of one month, or until all required, past-due documentation has been received by the business office.
What Can Cause It:
· Not submitting all receipts and other required documentation by the deadline specified by the business office.  
· Allowing an unauthorized employee to use a Match AMEX card without properly notifying the business office in advance (first offense).
· Violating other policies and procedures, determined by the business office to require temporary probation.

2. Temporary Suspension

What It Means:

· The business office will immediately suspend the cardholder’s card for a period of one month, or until all required, past-due documentation has been received by the business office.
What Can Cause It:
· Not submitting all receipts and other required documentation by the deadline specified by the business office.  This action will be taken if the total dollar amount of transactions associated with incomplete or missing documentation totals more than $1,000.

· Allowing an unauthorized employee to use a Match AMEX card without properly notifying the business office in advance.  This action will be taken as a result of a cardholder’s second or third violation of this rule.
· Violating other policies and procedures, determined by the business office to require temporary suspension.
3. Long-Term Probation

What It Means:

· The business office will restrict the cardholder’s monthly transaction limit to $1,000 for six months, AND/OR
· The business office will restrict the types of transactions the cardholder is allowed to charge for six months, AND/OR
· The business office will monitor the cardholder’s purchases on a weekly basis and require the cardholder to prepare and submit all required documentation on a weekly basis for six months.  Should this be the case, all monthly deadlines and requirements mentioned in the policies and procedures guide must be completed on a weekly basis, OR
· The business office will suspend the cardholder’s card for a period of six months.
What Can Cause It:
· Not submitting all receipts and other required documentation within 30 days after a deadline specified by the business office.  

· A violation after already receiving four temporary probations within a one-year period.
· Violating other policies and procedures, determined by the business office to require a long-term probation.

4. Termination
What It Means:

· The business office will confiscate and cancel the cardholder’s card.  Any request from the cardholder to open up another Match AMEX card will not be granted for at least two years following the confiscation of the card.
What Can Cause It:
· Committing a violation that would otherwise require a long-term probation, within six months after the end of a prior long-term probation.
· Repeated violations of any type that causes the business office to consider the employee, as a cardholder, a risk of damaging Match’s compliance or financial credibility.
· Violating other policies and procedures, determined by the business office to require a long-term probation.

The business office reserves the right to implement the action(s) it deems is necessary when a cardholder violates any Match or American Express policy or agreement, or acts in any way that the business office believes should be reprimanded.  At its discretion, and if the need arises, the business office may modify a probation or termination consequence without notice to the cardholder(s).
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