PRIVATE 
Your signature verifies that you understand and agree to comply with the guidelines listed below.
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1. The purchasing card is provided to City of Tucson employees based on their need to purchase goods and services for City of Tucson business only.  A card may be revoked at any time based on change or assignment or location.  The card is not an entitlement nor reflective of title or position.

2. This card is for City of Tucson business related purchases only; personal charges shall not be made on the card.

3. Each card reconciler will be responsible to review the cardholders transactions for appropriateness and shall verify and assign the correct accounting information.

4. If a reconciler believes that cancellation of a pCard is warranted to maintain security, he/she will contact their Department’s pCard Liaison and the Purchasing Card Administrator by email (e.g. the cardholder is transferred to another department or is terminated).

5. If a reconciler suspects misuse of a pCard, he/she will contact their Department’s pCard Liaison and the Purchasing Card Administrator by email.

6. Reconcilers are responsible for reconciling the assigned transactions throughout the month and resolving any discrepancies by contacting the merchant.  Approvers are responsible for approving their cardholders transactions throughout the month.  All transactions must be reconciled and approved prior to 3:00 p.m. on the 4th  business day of the month.

Signature of Reconciler



Reconciler’s Printed Name & Novell Login
Date





Department and Division

Cards Assigned to this Reconciler (name and last four digits of card number):

Procurement Card


Card Reconciler Agreement
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