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AGREEMENT 

 

For the use of a Credit Card 

Agreement to accept the Credit Card 

 

BETWEEN:  Missoula County Public Schools 

(Hereinafter called “School District” or “District”) 

 

AND:   ___________________________________________ 

(Hereinafter called "User") 

 

AGREEMENT 

 

WHEREAS, the credit card represents the School District's trust in you (the User).  

 

WHEREAS, the User is empowered as a responsible agent to safeguard School District 

assets.  

 

WHEREAS, the User agrees to comply with the credit card procedures and the 

responsibilities set forth herein: 

 

NOW THEREFORE, in consideration of the foregoing recitals and covenants, 

conditions, agreements, and stipulations hereinafter expressed, the User agrees as 

follows: 

 

1. The credit card is for District approved purchases only. User agrees not to make 

credit purchases outside the parameters described in the credit card procedures, and 

agrees not to use the credit card for personal purchases.  

 

2. Improper use of the credit card can be considered misappropriation of District 

funds. This may result in disciplinary action, up to and including termination of 

employment. 

 

3. The credit card must be surrendered upon termination of employment, whether for 

retirement, voluntary separation, resignation, lay off, or dismissal. In addition, User 

agrees to surrender the credit card anytime requested by administration.   

 

4. To maintain the proper security of the credit card, if the credit card is lost or stolen, 

User agrees to immediately notify First Interstate Bank by telephone. User will 

confirm the telephone call with a written notice sent via email to User’s school 

administrator and Kara Tortorich kmtortorich@mcps.k12.mt.us. 

 

5. User will not allow another person to use the credit card, unless the person has 

signed the “MCPS Credit Card Use Agreement”. User shall be considered 

responsible for any and all charges against the card. 
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6. All charges will be billed directly to and paid directly by the District. First Interstate 

Bank cannot accept any monies from User directly.  Any personal charges billed to 

the District could be considered misappropriation of District funds. 

 

7. The credit card is District property. User is required to comply with internal control 

procedures designed to protect District assets. This may include periodically being 

asked to produce the card to validate its existence and account number.  

 

8. The account statements are available online, around the 20th day of each 

month.  User shall resolve any discrepancies by contacting either the supplier or 

First Interstate Bank. 

 

9. User agrees to submit a monthly credit card log to Kara Tortorich in the Business 

Building on or before the 10th day of each month.  The monthly credit card log 

must include the detailed receipt for each transaction. If the due date falls on a 

holiday or weekend, the due date is the day before the holiday or weekend.  The 

“Credit Card Reconciliation Form” is attached hereto.  The credit card log requires 

the account code and a description of the business/educational purpose associated 

with the credit.  

 

10. The credits made against the credit card will be credited to the budget code 

designated on the credit card transaction log.   

 

11. User understands the credit card is not provided to all employees. The credit card 

may be revoked by administration at any time. User understands the card is not an 

entitlement nor is it reflective of title or position. 

 

This document outlines the Users responsibilities has as a credit card holder. The Users 

signature indicates that User has read and understand the responsibilities, and agrees to 

adhere to the credit card procedures. 

 

 

NAME:   _________________________  

    (please print) 

 

SIGNATURE:  ____________________________________________ 

         DATE 

 

CELL PHONE: (___)______________ 

   (only for use by credit card fraud department) 

 

 

 

 


