University of Houston 
Corporate Travel Card Use Agreement
I agree that use of the Corporate Travel Card, referred to as “the Card” below, will be governed by the following:

· I will be responsible for all charges resulting from use of the Card and understand that I am required to pay the account in full each month, less any disputed charges.  Further, I understand that if my account goes 60 days delinquent, the University of Houston or the bank may cancel the Card.  Cancellation of the Card for any reason does not relieve me of the responsibility to pay all charges and delinquency assessments.

· I understand that the University of Houston may request a copy of my corporate travel card statement and receipts to verify card usage at any time, with or without notice to me.

· I understand the Card is to be used for State of Texas business travel charges only and is not for personal use.  Use of the Card for charges other than official state business is a direct violation of the State’s contract with the bank and, therefore, a misapplication of the state-issued card.  I further understand that my use of the Card is governed by university regulations (currently set forth in MAPP 04.02.01C) and any subsequent amendments to said MAPP.

· I understand that any misuse of the Card may result in cancellation of the Card and may be subject to disciplinary action up to and including termination of employment.  I understand that any misuse of the Card may also be reflected in my next scheduled performance review or be placed as a permanent notation in my personnel file with the University of Houston.

· I understand that this signed agreement becomes legally binding and will become part of my personnel file at the University of Houston.

I understand that the above-stated policies, regulations, and penalties for using a State of Texas corporate travel card and agree to abide by them.

Printed Name and Title of Applicant 

Signature of Applicant
Date


Printed Name and Title of Supervisor
Signature of Supervisor
Date



This form must be submitted to the University of Houston Travel Coordinator, along with a completed Corporate Travel Card Application, before a Corporate Travel Card will be issued.
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