IMPERIAL COMMUNITY COLLEGE DISTRICT
American Express
Credit Card Cardholder Agreement
I have received American Express Corporate Card # ___________________________________
I agree to the following:
1. District credit cards are issued primarily for travel on approved District business.
2. The Card may be used ONLY for College business related travel and conference expenses, i.e.
transportation, meals, lodging, and registration.
3. The card is not to be used for the purchase of goods, services or other non-travel related
expenses.
4. Personal expenses will not be charged to the Card.
5. The Card will not be used for any cash advances.
6. I will not allow any other person to use the Card.
7. I understand that information regarding billing may be accessed on-line by either the Cardholder
or appropriate Business Office personnel.
8. I understand that the Card is a joint card between IVC and the Cardholder. The Cardholder’s
personal credit report may be affected if timely payment is not made.
9. I understand that it is my responsibility to submit a purchase order to the Business Office covering
all charges to the Card with receipts for all charges.
10. I agree to return the Card to the Business Office when I terminate District employment, or when
specifically asked to do so.
11. I will immediately notify the Business Office and/or American Express if the Card is lost or stolen.
12. I understand that misuse or abuse of the Card or willful violation of the terms of this agreement
may result in disciplinary action.
13. I understand that I am personally responsible for guaranteeing that all charges are for
appropriate District expenses, that purchases are within budget limits, and that the
purchase does not violate any other law, regulation or policy of the Board of Trustees.

I acknowledge that I have read and understand the above information:
_____________________________________
Signature

___________
Date

_____________________________________
Title
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