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Corporate American Express Promissory
Exempt Career Connection, Inc. employees are eligible for corporate American Express charge accounts.  These cards are issued for ease of business purchases and should NOT be used for personal reasons.  
Upon being issued an American Express Corporate card, the following Career Connection Guidelines apply.  It is important to understand these guidelines as they apply to Career Connection, Inc. corporate American Express Card use; 

· Please remain mindful that a Career Connection Inc. corporate American Express card has been issued to you for business purposes only.

· Any purchased that exceed $125.00 require prior manager approval.  This approval must be confirmed via e-mail receipt and acknowledgment. 
· All receipts for business purchases must be kept and provided to Career Connection Inc. Accounting department for charge reconciliation at the end of each month.
· If at any time the amount due on your Career Connection Inc. corporate American *Express card is in excess of business charges, you Career Connection Inc. corporate American Express card may be subject to cancellation and any said personal charges will be due in full at the time of account closure. 
Acknowledgement:  
I  (Print Name)______________________________________________        am being issued a Career Connection Inc. corporate American Express Card for business use only.  By signing this acknowledgement, I am fully aware of the guidelines applying to this card use as outlined above.  I acknowledge that if I use this card for any other purposes other than Career Connection Inc. business, I am subject to the proper discipline measures up to or including termination of employment.  

Should personal charges be made to the Career Connection Inc. corporate American Express Card in which has been assigned, I assume full responsibility and will pay back any unauthorized personal charges in full to Career Connection Inc.
Upon separation of employment with Career Connection Inc, I understand that the Career Connection Inc. corporate American Express Card in which has been assigned to me will be turned back into the corporation.
___________________________________


____________________

           Employee Signature





Date
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