for Sam Houston State University, | have agreed to comply with
the terms and conditions of tbepartment FCard Agreement and the@®ardpolicies andprocedures. If at
any time mydepartmentatard is to be used by another employee or stunfé®am Houston State
University for official business only, | will assure that:

X The employee or student has been properly instructed as to the usage

X The usage by another employee or studergasrded in the8 Q L Y H UP\ClaM¥ $§stenand
Procurement Transaction Loigcluding the employee or student name

x All receipts and back up documentation are provided for the Transaction Detail Syummary
X The utmost security processes are implemented

This signedoriginal form must be on file in th@rocurement and Business Servibepartment with the
P-Card CoordinatoBEFORE allowing another employee to use ya@partmental procuremecard.

DelegateName DelegateSignature Date

Department Head Name Department Head Signature Date

Print/type the names of the individuals who may use the departmeailtp-card indicated above.




