



Personal Use – Procurement Card

The attached form must be completed when the Association Procurement Card has accidently been used for personal purchases.

Although accidental purchases do happen occasionally and may very well be innocent mistakes, it may be difficult to determine what is an innocent mistake and when there should be a legitimate concern.  Therefore, all personal purchases must be treated in the same manner.  If it’s a legitimate mistake or vendor difficulty, completion of the attached documentation will suffice.  If accidental misuse become a regular occurrence or it turns out to be a more serious problem, proper documentation will allow the Association to deal appropriately with the person in question.

The concern:

1) Personal Use may be an indication of misappropriation of Association funds.
2) Personal Use creates cost allocation and accounting problems.
3) Personal Use creates additional work for cardholders, admin staff and bookkeeper.

4) Personal Use creates audit difficulties.
5) Personal Use may result in legitimate expense disqualifications by Revenue Canada. 
When the Association Procurement Card has been used for personal purchases the attached form must be completed and submitted to the Bookkeeper as soon as possible after the error has been recognized together with a check made payable to CCPSA for the amount of the purchase.
PERSONAL USE ERROR:

Canadian Cerebral Palsy Sports Association - Procurement Card

Please complete all of the following information:

Cardholder Name: __________________________________

Date of Purchase:___________________________________

Date Processed by Bank:  ____________________________

Vendor Name: _____________________________________

Total amount of Purchase $___________________________

Comments:

_____________________________________________________________

_____________________________________________________________

I declare that I accidently used the Association Procurement Card for a personal purchase. I understand that repeated occurrences of accidental misuse may result in my card being revoked or other action (suspension/cancellation of card, fraud) as deemed appropriate.  A check is attached for the amount of the personal purchase.
Signature of Cardholder:
 __________________________________
Signature of Treasurer:
__________________________________
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