Clarkson University
HSBC

Corporate Card for Purchasing

Acknowledge of Receipt of Card
I, the undersigned Employee, understand and agree that I am being issued a University MasterCard for use while engaged in University business. I understand the MasterCard may be used by me for University related expenses only. 
If I have unauthorized or non-business expenditures on the MasterCard issued to me pursuant hereto, I agree to: (1) submit a personal check for the unauthorized or non-business expenditure balance of my MasterCard account OR (2) authorize and direct Clarkson University to apply to such card balance any and all amounts owed by Clarkson University from my compensation (earnings) or other accrued benefits, up to the full amount owed by me for personal expenditures to MasterCard. I further understand that upon demand I will be required to provide sufficient evidence to the University reflecting that the outstanding balance for personal expenditures on my MasterCard has been paid in full, otherwise the University will elect Option 2 as stated above. 
If the card is lost or stolen, I have the responsibility to immediately notify HSBC Bank at 1-800-462-1874 then select option 1 and then select option 3.
If I terminate employment with Clarkson University, the University Card will be turned into the department head or their designee. 
Non-adherence to any of the above procedures may result in revocation of my cardholder privileges and may also result in revocation of all division and/or departmental University Cards. 
As holder of this corporate card, I agree to accept responsibility for the protection and proper use of this card as detailed above and in the Purchasing Card Policy. I understand that I am the only person who may use my card and agree to keep my card number confidential. Should I allow another person to use my card, I understand that I am responsible for any charges they make on this card.
_________________________________________________                     _________________

Signature







 Date
_________________________________________________

Name on card       (Please Print)

