
Pacific Northwest National LaboratoryPRIVATE 

P-Card Program Office
STAFF MEMBER AGREEMENT

FOR BATTELLE PURCHASING CARD
I,                                                    , hereby accept a Battelle Purchasing Card (P-Card) to  be used to acquire authorized materials and supplies not to exceed $5,000 per action for Battelle(Pacific Northwest Division.   As a P-Card member, I agree to comply with the following terms and conditions regarding my use of the P-Card and as part of the terms and conditions of my employment.

1.
I understand that I am being entrusted with a valuable tool - a corporate purchasing card - and will be making financial commitments on behalf of Battelle and will strive to obtain the best value for Battelle by using, whenever possible, the suppliers listed under “Master Agreements” on the P-Card home page.

2.
I understand that Battelle is liable to JP Morgan Chase for all charges made on the P-Card.

3.
I agree to use this Card for authorized official business purchases only and agree not to charge personal purchases.  I agree that I will be personally liable for costs resulting from such unauthorized personal purchases and that disciplinary action, including possible termination from employment could result.  Such purchases constitute an advance of my wages and I expressly authorize Battelle to deduct such costs from my wages.  Battelle will audit the use of the P-Card and report and take appropriate action on any discrepancies.

4.
I will be responsible for each order processed to confirm delivery of acceptable materials, timely reconciliation of the monthly purchasing card statements, and payment approval.  

5.
I will follow the established policies and procedures for the use of the P-Card as listed under the P-Card subject area.  Failure to do so may result in revocation of my P-Card privileges and other disciplinary actions, including termination of employment.

6.
I have received training on the Battelle Purchasing Card Program policies and procedures and I understand the requirements for use of the P-Card.

7.
I agree to return the P-Card immediately upon request or upon termination of employment (including retirement).  Should there be any organizational change, my new manager must submit a written request authorizing me to retain the P-Card along with a new fully signed acknowledgment form. 

8.
I agree to notify the Battelle Purchasing Card Program Manager if my Battelle address changes.

9.
If the Card is lost or stolen, I agree to notify the Battelle Purchasing Card Program Manager and JP Morgan Chase immediately.

10.
Battelle may change these terms and conditions or its policies and procedures concerning the use of the P-Card as it deems necessary and I will comply with those changes.

    Staff Member's Signature                                Empl ID              Organization Code                 Date


I hereby acknowledge that I am delegating authority to the above staff member to make purchases on his/her P-Card in accordance with program policies and guidelines (see the P-Card subject area).  I also understand that I will be responsible for reviewing their transaction approval reports for compliance with P-Card policies which will include checking for adequate descriptions, appropriate project number(s), proper backup (invoice, receipt, etc.), and allowable purchases (a partial listing of improper P-Card purchases is summarized on page 2).  Accountability for this P-Card remains with me.
                            Manager's Signature                                Empl ID              Organization Code                Date

Improper Purchases  (for complete listing, see the Prohibited Purchases exhibit in the P-Card subject area)

Improper purchases include, but are not limited to, the following examples:

· alcohol (grain)

· analytical services (regulatory-related) in support of the Tri-Party Agreement or the client has imposed specific QA programmatic requirements

· ATM cash withdrawals/advances

· beryllium alloy nonsparking tools

· calibration services (except for those vendors identified in the Calibration subject area).

· charter of aircraft or boats

· chemicals and hazardous materials (for use in Richland or Sequim) (unless special training is completed by the P-Card holder)  Note: If used as a calibration/reference standard, see Reference or Standard Materials.

· controlled substances (drugs) and immediate precursors

· drafting services

· drums/containers (used for radioactive/hazardous material)

· duplicating and printing (at Hanford Site)

· EBAY and other auction houses

· entertainment

· explosives

· fabrication (metal, wood, plastics, electronics, bolts, fasteners, etc.)

· flowers

· food and food related items, such as paper plates, napkins, cups, etc.  (M&R items) 

· gas chromatographic unit

· gifts for staff or non-staff

· greeting cards

· HEPA filters for radiological or nonradiological use (requires QA)

· hotels/motels

· intelligence and surveillance-related items

· machining or machine shop work

· maintenance services

· measuring and test equipment (Category 1) purchased with calibration

· parties

· pathogens (viruses/bacteria/rickettsiae/fungi) and toxins

· personal or luxury items (except for valid business use)

· precious metals

· pressure vessels, fabricated

· QA - purchases with QA requirements

· radiation sources, radioactive materials/supplies (radiography sources, radioisotopes, radio-labeled chemicals, static eliminators, self-illuminated signs)

· reference or standards materials (i.e., materials used as a calibration/reference standard, except those ordered directly from NIST)

· services greater than $2,500

· services performed on-site (Battelle or Government facilities)

· suspect components list

· Suspect Headmark List for Grade 5 or 8 Carbon Steel Bolts

· Suspect Headmark List for Grade 18-8 Stainless Steel Bolts

· tamper-indicating devices (seals)

· telephone equipment (not related to cell phones, faxes or modems)

· use of human subjects for research in medical/behavioral sciences

· vacuum cleaner/vacuum cleaner system for radiation area use (portable)

· waste management services

· welding and related inspection services

If you are not sure as to the propriety of a transaction, contact the P-Card Administrator PRIOR to making the purchase.    
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