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Cardholder Agreement

» First step of application to be sent to
P Card Program Administrator

» Previously was the last 2 pages of
enrollment form

» Date of Hire: Application must be
submitted at least 90 days after hire
date.

» Available on

|
SOUTHERN METHODIST UNIVERSITY
SMU CARD CARDHOLDER AGREEMENT

I (employes nams)  as the Cardholder, [ 3gvae to the following
conditions and will abide by the conflict of interest requirements below regardinz my use of Southern Methodist
University SMU Card

CONDITIONS

1. [ understand that by using the SMU Card, I will be making financial commitments on behalf of Southern
Methodist University and that the University will be liable for all charzes made with the SMU Card.

2. Twill strive to obtain the best value for the University when purchasing merchandise with the SMU Card and
will pursus paying vendors via the fraditional AP process whensver possible o7 required per the Purchasing or
SMU Policies and Procadures

3. Tagres to nss the SMU Card only for authorized purchasas and in an appropriate marner in accordance with
the University's Policiss and Procedures. T understand that the SMU Card is NOT for any type of personal use
ven if ] plan to reimburse the University. (Pleasa initial)

4.1 understand that if | make an unauthorized purchase with the SMU Card or use the SMU Card in an
inappropriate manner, such as splitting charges to circumvent card Lmits, I will be subject to
diseiplinary action including possible:

+ Card cancellation.

+ Cardbolder autherized payroll deduction for charges unapproved for business uss
+ Termunation of employment at the Southern Methodist University

+ Criminal prosecution

+ All of the above

5. T authorize the University to deduct from my salary any and all amounts for any and all prohibited purchases
made on my SMU Card that are prohibited by University policies and procedures; 2s well s any i
charges that have not been reported and approved by the appropriate budgetary anthority at the time of my
departure fom the University,

61 imderstand that the University will monitor and andit my usa of the SMU Card

7. Lagres to return the SMU Card to the Authorized Manager within my department or sdministrative ares, 35
defined the SMU Card Program Procedures, immediately upon the request by the Program Admizistrator o7
mpom my tramefar to 2 different department or upon tarmination of my employment at Southern Mathodict
University

8. [ have receivad a copy of the Southem Meathodist University SMU Card Program
Procedures Manual, understand it and will abide by all the requirements set forth m the Manual.

CONFLICT OF INTEREST

1. Unless specific written excaption has baen obtainsd from the Vice President of Business and Finance, no
amployes, officer, or agent of the University shall participate in the slection, award, or administration of
‘purchases or contracts where to his or her knewledge, the employes, his or her immediate family, o partner has
2 financial interest in the supplier’s organization.

2. Employees, officers, and azents of the University shall neither solicit nor accept cash, sratuities, favors, or
anything of menstary value om suppliers or potential suppliers.

3. The Cardholder will abide by the University Policies of conduet as stated m Policy

¥ y (Personal Conduct),
and Policy 7.28 (Dichonest, Fraudulent and Illegal Practices).

4. Ewmployses, officars, and agents of the University who knowingly violate this policy will be subject to such
disciplinary actions a5 stated in the Usiversity Policy 6.16 (Procedural Standards for Faculty Sanctions and
Dismissals) and Policy 724 (Corrsctive Disciplinary Procadures for Non-Faculty Personnal) as appropriats

My signature below indicates that I have read this agreement, understand it, and agree to be bound by it, and
subsaquent amendments or addanda, for as long 25T am 2 SMU CARD Cardholder at Southern Methodist
University.

Employee i Date:

SMU Emplayee ID ( for Identification purposes only):

School and/or Department Name:

Date of Hire:



https://www.smu.edu/businessfinance/officeofbudgetandfinance/purchasing/smu-card

Online Application Portal

JPMorgan PaymentNet®

APPLICANT PREVIEW - SMU Travel and Purchase Application - Unsaved changes will not display

Step 1: General Infol Step 2: Administrative Information Step 3: Cardholder Acknowledgement

(cancel | Next
Please complete the fields to apply for a commercial card.

*Required Fields.

Additional Instructions from your Organization

For org code details, please contact your Business Financial Officer. Application must be submitted at least 90 days after hire date. Any exceptions require written approval by the
Director of Purchasing. All card spending limits default to $5000 credit limit, 15 daily transactions limit, and $1000 single amount limit. For adjustments, write requested amounts in the
comments box at the end of the application.

The information confained in the instructions as noted is not provided by J.F Morgan Chase Bank, N 4. or its subsidiaries or affiliates fcollectively referred fo as "Chase'"). Chase is not responsible for and does not
endorse the policies, procedures, or overall content provided in the instructions as noted.

Application Question

Date of Hire® | None A

Applicant Information

Full First Name*

Last Name® | |
Date of Birth” | | MMDDNYYY
SMUID* | | & digits

PaymentNet User ID* | Email Address Excluding @smu.edu

SMU



Online Application Portal — Card Limits

» All card spending limits default to $5000 credit limit, 15 daily
transactions limit, and $1000 single amount limit.

» For adjustments, write requested amounts in the comments box at
the end of the application for approval.

5 SMU



Approvals

» Approval should be sent to applicant's manager.
» Next approval should be sent to Business Financial Officer.

» Final approval should be sent to P Card Program Administrator.

» Harmony Mei at

» The system will automatically send reminder emails daily at each
stage when an approval has not yet been sent.
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Worktlow Summary

Applicant submits
SMU Cardholder
Agreement

Program
Administrator (PA)
sends link to online

card application

Applicant fills out
information and
sends to Manager

Manager reviews,
approves, and

sends to Business
Financial Officer

PA sends Applicant
link to SMU Card
Course on Canvas

Applicant scores
100% on course

PA approves and
card is ordered.

PA notifies
Applicant when
card is ready for

pickup.
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Contacts

» Harmony Mel
P Card Program Administrator
214-768-6464

» purchasing@smu.edu
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