ABRAHAM BALDWIN AGRICULTURAL COLLEGE

BANK OF AMERICA VISA PURCHASING CARD

AGREEMENT

I, 
, agree to the following regarding my use of the Bank of America VISA Purchasing Card I am issued:

1. I understand that I am being entrusted with this card and will be making financial commitments on behalf of the State of Georgia, Department of Administrative Services and will strive to obtain the best value for the state. 

2. I understand that under no circumstances will I use the Purchasing Card to make personal purchases, either for myself or for others.  Willful intent to use the Purchasing Card for personal gain will result in disciplinary action which may include termination of employment.

3. I will follow the established procedures for using my Purchasing Card.  Failure to do so mav result in either revocation of my use privileges or disciplinary action.  Additionally, I will follow all our Department’s and State of Georgia's purchasing requirements.

4.
I have been given a copy of the Purchasing Card Policies and Procedures Manual and understand the requirements for using the Purchasing Card.

5.
I agree that if I change positions and/or work title or terminate my employment with the Department of Administrative Services, I will immediately turn in my Purchasing Card to my Supervisor.


EMPLOYEE'S SIGNATURE 



SUPERVISOR’S CONSENT


DATE                                                   

  DATE


PRINTED/TYPED NAME


DEPARTMENT

Original To: 
Purchasing Card Administrator

Copy To:
Employee



Supervisor

