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Procurement Card – LUC Employee/Cardholder Agreement 
 
 
Introduction     Use of LUC’s Illinois Sales Tax Exemption 

Loyola University Chicago (LUC, the University) is providing you, a 
University employee (Cardholder), a Procurement Card (ProCard, the 
card). By signing this Agreement, you, the Cardholder, acknowledges and 
agrees to follow the policies contained in this Agreement, the 
Procurement Card Policy and Procedure Manual, and all other LUC 
policies related to committing and spending University funds 
(collectively, Policies). 
 
The ProCard is to be used exclusively for LUC-related business 
transactions, consistent with the University’s mission and tax-exempt 
status. As a Cardholder, you are responsible for following the 
University’s Policies and completing Procurement Card training. Use of 
the ProCard is the responsibility of the Cardholder. The ProCard may not 
be transferred or assigned to anyone else. All ProCard-related activity, 
including information submitted by any Cardholder-delegate on behalf of 
the Cardholder, remains the responsibility of the Cardholder. 
  
ProCard Safeguards including Payment Card Industry Data Security 
Standards (PCI-DSS) 
It is a violation of the ProCard policy for a Cardholder to share the 
physical ProCard and/or the card information (i.e. Cardholder name, full 
16-digit account number, 3-digit CVC/CVV, expiration date, zip code, 
etc.) except to perform an LUC-related business transaction. All 
transactions made with a ProCard are the responsibility of the Cardholder. 
As a ProCard is issued to you, an individual LUC employee, and not to a 
University department, ProCards cannot be transferred by the Cardholder 
to anyone else, including to another LUC employee (e.g. when the 
Cardholder leaves the University, changes departments, or no longer 
requires a ProCard). 
 
The Cardholder is responsible for safeguarding the ProCard and the card 
information at all times.  Cardholders should never e-mail their full 16-
digit ProCard account number to anyone. When storing ProCard 
statements and documentation, Cardholders must ensure that full 16-digit 
credit card number is not visible on ProCard receipts, invoices or 
registration/order forms. When full 16-digit account numbers are 
displayed, Cardholders may redact the account numbers to ensure that 
only the last four digits of the account number are visible. 
 
Furthermore, as a Cardholder you should never photocopy the front and/or 
back of a ProCard or store ProCard expiration dates or 3-digit CVC/CVV 
codes. Moreover, ProCard account information (full 16-digit account 
numbers, expiration dates, 3-digit CVC/CVV codes) may NOT be stored 
electronically on a University or personal computer, server, electronic 
flash drive or optical storage device (e.g., CD or DVD). 
 
If a ProCard is lost or stolen, the Cardholder agrees to immediately notify 
Procard-Admin@luc.edu and PNC Bank (1-800-685-4039) about the 
loss/theft. 

When using the ProCard, the Cardholder should notify merchants or 
vendors of LUC’s Illinois sales and use tax exemption for eligible 
transactions. LUC’s sales tax exemption may only be used for LUC-
related business transactions. 
 
Termination of Cardholder’s ProCard Use 
LUC may terminate a Cardholder’s right to use the ProCard at any time 
for any reason. Cardholder agrees to return the ProCard immediately 
upon LUC’s request and upon termination of employment. 
 
Procurement Card Abuse/Prohibited Transactions 
The Cardholder agrees to use the ProCard for LUC-related business 
transactions. Use of the ProCard for Prohibited Charges and/or 
Unallowable Expenses, falsifying ProCard supporting documentation, 
falsifying business purpose descriptions, and use of the ProCard for any 
spending which the University, in its sole discretion, deems are not 
ordinary and reasonable LUC-related business transactions, (collectively 
Prohibited Transactions), may be considered a misappropriation of LUC 
funds by the Cardholder.  Prohibited Transactions are subject to 
reimbursement by the Cardholder to the University and may also result 
in disciplinary action to the Cardholder, up to and including termination 
of employment. 
 
Cardholder Employee Advance 
The Cardholder understands that LUC considers all ProCard transactions 
an Employee Advance to the Cardholder. This Cardholder Employee 
Advance remains unsettled and the personal responsibility of the 
Cardholder until such time that the University approves the LUC-related 
business purpose and the supporting documentation of the Cardholder’s 
ProCard transactions. Prohibited Transactions remain a Cardholder 
Employee Advance until such time that the Cardholder reimburses the 
University. 
 
The undersigned Cardholder understands and agrees that LUC will 
pursue all available remedies under applicable law to recover any 
remaining Cardholder Employee Advance and Prohibited Transactions.  
 
The undersigned LUC employee/Cardholder has read the above and 
agrees to be bound by these Procurement Card terms and conditions. 

 
 
 
 
       LUC Employee/Cardholder Signature                                                                                         Date 
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