EMPLOYEE ACKNOWLEDGEMENT OF 

RESPONSIBILITIES AND OBLIGATIONS 

CORPORATE PROCUREMENT CARD

I, ________________________________, hereby acknowledge receipt of the Corporate Procurement Card (Mastercard) issued by the Bank of Montreal (BOM) associated with account number                                         ________________________________.

I acknowledge that this card has been issued to me to make procurement required in the course of my regular duties. I fully understand that procurement made using this card are to be authorized by a CBC manager with proper delegation of financial authority (usually the direct supervisor who approved the issuance of the card), and where required with supplementary approval by Finance and Administration, in accordance with CBC policies, procedures and guidelines

I shall undertake to protect this card and the card account number and understand that I am the sole authorized user of this card and it is not to be divulged to any other person (except a merchant with whom I am transacting on behalf of the CBC) without the written permission of the CBC Credit Card Coordinator (see attached list). I shall protect the account number at all times to prevent its unauthorized use. Should it be lost, stolen or suspected of being compromised in any manner, I shall advise the credit card company and the CBC Credit Card Coordinator immediately.

I understand that this card is the property of the Canadian Broadcasting Corporation (CBC), assigned to me on behalf of the CBC, and is to be used for CBC business purposes only. I certify that I have read and understood the restrictions and obligations as listed in the attached Schedule A and I agree to abide by these restrictions and obligations.

I acknowledge that any personal or other improper use by me may result in recall or cancellation of the card by the CBC at its discretion and/or disciplinary action up to and including dismissal. I further understand that CBC may take any recovery action against me for such improper use that is permitted by law. 

DATE:   _______________

CARDHOLDERS SIGNATURE:_____________________________

CARDHOLDER LIMITATIONS





INITIALS
1.
DOLLAR LIMIT PER TRANSACTION IS $


_______
2. 
CARD HAS BEEN SIGNED




_______

3. 
TOTAL CREDIT LIMIT OF CARD IS $ 



_______

4. 
SHALL BE USED STRICTLY TO PURCHASE 


GOODS/SERVICES REQUIRED BY THE CBC


_______

5.
IN NO CASE SHALL THE PER PURCHASE AMOUNT


OR TOTAL CREDIT LIMIT OF THE CARD BE EXCEEDED


WITHOUT PRIOR APPROVAL FROM THE COORDINATOR
_______

SCHEDULE A

RESTRICTIONS AND OBLIGATIONS FOR THE USE OF THE PROCUREMENT CARD

1. The cardholder must use the card in accordance with Corporate Policy 2.3.6 – Procurement and the responsibilities, restrictions and obligations identified in this form.
2. The card must be used only by the person whose name appears on the card. Any abuse shall result in cancellation of the card.

3. The card must be used only to make authorized official CBC purchases within the limitations established for this card. The cardholder shall be subject to Corporate Policies for any misuse or wilful disregard of policies or operating procedures, which results in a loss of money.

4. The cardholder must not use the card for purchases of goods or services, which require supplementary approval from other VP components, (i.e. computer hardware and software, telephone equipment, media and creative services, office furniture, printing services etc.), unless prior approval has been received from Supply Management. 

5. Any transaction, which has not been authorized by the cardholder, must be reported to the Procurement Card Coordinator immediately. 

6. It is the cardholder’s responsibility to ensure that supporting documents (invoices, receipts or confirmation of purchase) are obtained for all transactions and submitted for review and approval by the appropriate manager on a monthly basis. It is the responsibility of the manager approving the transactions to ensure that the supporting documents are kept and filed for audit purposes (seven years) on CBC premises in accordance with Corporate Policy 2.9.1 – Records and Information Management. Timely authorization of transactions is the responsibility of the manager who approved the issuance of the card. Finance/Accounts Payable will ensure that payments are made in accordance with the BOM agreement.

7. Non-capital attractive assets (as per the lists approved by the respective Vice-Presidents and listed in Appendix D of the Assets Policy 2.3.2) should be purchased through Supply Management in order to ensure proper tracking, management and control over such assets. However, in emergency situations, such assets may be purchased using the card, only if approved in advance by Supply Management. Capital assets must be processed through Supply Management. 

8.
The card must not be used for the following:

· Travel and entertainment expenses (travel by air, rail, boat, etc., hotel & private accommodation, meals & restaurant charges, etc.). The Corporate Travel Card must be used.

· Vehicle operating expenses (rentals, fuel, maintenance & repairs, etc.). The Corporate Vehicle Card must be used.

· Cash advances. The Corporate Travel Card must be used.

· Tickets to theatre & sporting events. The Corporate Travel Card must be used.

· Computer hardware and software, or telephone equipment.

· Computer accessories & supplies (eg mouse, keyboard, toner, etc.) with a value exceeding 250$ or for which software components are included.

· Personal expenses

· Amounts which are of a personal nature and may constitute a taxable benefit are not to be paid using a procurement card. Such amounts include but are not limited to payments for the following: 

· Professional membership dues

· Gifts and awards 

· Internet, cable or satellite charges 

· Weekly or monthly parking fees for employees 

Such payments or reimbursements to employees must be processed, either through Petty Cash or Accounts Payable, and it is the responsibility of the manager to ensure that proof of payment is provided, or a copy of the original invoice or contract in the employee’s name or a copy of the original receipt showing proof of payment. This process provides easy tracking of taxable benefits. Payment and/or reimbursement of Professional fees must be processed through Accounts Payable only.

The following items can be purchased using a procurement card provided they are for business purposes only and not for personal use:

· Newspaper or magazine subscriptions 

· Clothing or footwear (costumes for programs or costumes department)

· Registration fees for seminars and/or conferences

Again, it is the responsibility of the cardholder to obtain invoices, receipts or confirmation of purchase to support all such transactions.

Computer accessories & supplies (eg mouse, keyboard, toner, etc.) can be purchased with the card for items with a maximum value of 250$ as long as no software components are included.  However, for these items, the recommended procurement method is through our National agreement (https://io.cbc.ca/io/content/content.aspx?pageid=administrativearticle&folderId=1591&contentId=10479).

9. Upon request from the Procurement Card Coordinator, the cardholder must return the card to the Coordinator.

10. The cardholder, upon transfer from his/her Department (including temporary assignments) or as a result of termination of employment within the CBC, must return the card to the manager that authorized the card. It is the responsibility of the cardholder to reconcile all card transactions with Division Management prior to departure. 

11.
As a general rule, cardholders should ensure that they are dealing with an established reputable company when using the card to make a transaction on the Internet. In case of doubt, they should contact Supply Management to help confirm and/or clarify the status of the company.
SCHEDULE B

PROCUREMENT CARD COORDINATORS

	REGIONAL
	COORDINATOR

	
	

	NEWFOUNDLAND
	GILLIAN RUSSEL

	MARITIMES
	SANDY FALCONER

	MONCTON/ATLANTIQUE
	DANIELLE ARSENAULT

	QUEBEC
	MARIÈVE BÉLANGER

	MONTREAL
	NATHALIE JINCHEREAU

	TORONTO
	PAUL GRENIER

	MANITOBA
	DEANNA WILLIAMSON

	SASKATCHEWAN
	BEV FAIRBURN

	ALBERTA – CALGARY
	TREVOR WEISSENT

	ALBERTA – EDMONTON
	HARRY LIU

	BRITISH COLUMBIA
	ROSANNA LIU

	CBC NORTH
	JASON SQUIRES

	OTTAWA – NATIONAL CAPITAL REGION **
	JULIE VOYER

	** Ottawa is responsable for Corporate components (listed below) and the Regional

    Medias in the National Capital Region

** Corporate components

- Ottawa Production Centre

- Human Resources

             Corporate Priorities and Implementation

             Corporate Training and Development

             Severance Pay and Other Personal costs

             People and Culture

             Dental plan, EAP and Risk Mgmt

     - Law Department and regulatory affairs

     - Mobile Division

     - Shared Services

     - Real Estate

     - Corporate Communication

     - Corporate Finance & Administration

             Including Purchasing / Procurement
     - Corporate Strategy & Business Partnerships

     - CBC Technology:

            Broadcast Engineering (English & French)

            Broadcast and Telecom Networks

            Capital Portfolio Management

            Information Technology
            New Broadcast Technologies (NBT)

            Strategy and planning

            Transmission




