Office of the Controller


Procurement Card Program

Site Agreement

The Office of the Controller (“Controller”) is pleased to enter into this agreement with _______________________________ (Agency) on the Procurement Card Program.  It represents the Controller’s trust in an Agency to safeguard and protect the assets of the Commonwealth.  The Controller agrees to train the Agency Program Administrator, receive the daily download and load the file into Procurement Desktop in coordination with the Commonwealth Office for Technology.  The Agency agrees to comply with all terms and conditions of this Agreement and the applicable provisions of the Procurement Card Program User’s Guide (the “Manual”) provided and as such Manual may subsequently be revised.  The Agency acknowledges receipt of the Manual and confirms that all terms and conditions are understood.  The Agency is responsible for all charges made by cardholders authorized by the Agency, as indicated in the Manual.

The Agency shall be responsible for the protection and proper use of procurement cards assigned to it employees as outlined in the Agreement and Manual and shall distribute the associated reports to employees of the Agency participating in the program.  The Agency understands and agrees that the Office of the Controller has the authority to audit the use of all Procurement Cards, and will cooperate fully with the Office should an audit occur.
The Agency understands and agrees that the Office of the Controller may terminate their right to use procurement cards at any time for any reason.  In the event of such termination, the Agency agrees to immediately return all procurement cards assigned to its employees to the Office of the Controller.

Single Purchase Limit:
$________________________________

AGENCY:

Signature:  _________________________________  Date:  _______________________

Print Name:  __________________________  Department:  _______________________

Agency Program Administrator:   ____________________________________________

Office of the Controller Signature:  ___________________________  Date:  __________
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