
 SPECIAL OLYMPICS LOUISIANA, INC.   
 

Acknowledgement of Receipt of Credit Card 

and Notice of Credit Card Program Requirements 
 

 
_____________________________________ 

 
 

 

EMPLOYEE NAME   

 
To assist employees in the conduct of Special Olympics Louisiana business and recording of business-related transactions, 
SOLA has established a Credit Card Program. Your signature below acknowledges you have read and agree to company with 
the provisions of the credit card program and its future modifications. 
 
You are being entrusted with a Company Credit Card.  The card is being provided to assist you in paying for those materials 
and supplies necessary for the performance of your job.  This card is not an entitlement nor reflective of title or position. 
The card may be cancelled at any time at the sole discretion of SOLA.  Each card has an account number to allow the 
tracking of transactions. 

 
The following highlights key provision of the program. 
 

1. CARD RESTRICTED TO BUSINESS USE ONLY.  The card issued to you must only be used for the purchase of those 

materials and supplies necessary for the performance of your job or for approved travel. You must sign the back of 
the card upon receipt. Use of the card is limited to you and you shall not authorize any other individual to use the 
card for any purpose whatsoever.  You shall not use the card for personal purchases. 

2. COMPLETION OF MONTHLY PURCHASE REPORTS.  Once each month, you will receive a Statement listing all 

purchases charged to your card.  Within three (3) working days of receipt of the statement, you will need to: (a) 
verify the amount of the charges with a copy of the original receipt and attach the receipt (one receipt per page); 

(b) write the appropriate expenditure account and brief description on the statement; (c) if there is a discrepancy 
related to a charge you will initiate follow-up with your manager; (d) sign the statement; and (e) forward it to 
accounts-payable@laso.org and your approving manager or supervisor. 

3. FAILURE TO FOLLOW REQUIREMENTS.  Inappropriate use of the card includes but is not limited to: use of the 

card without authorization; misuse of the card in any way; giving false or misleading information; pattern of lost of 
missing credit card receipts; and loss or theft of the card due to the employee’s gross negligence. In accordance 
with SOLA procedures, laws and applicable provisions, failure by an employee to follow program requirements 
may result in disciplinary action, up to and including employment termination. 

4. LOST OR STOLEN CARD. If your card is lost or stolen, or if you think your account was used without your 

permission, you should notify Chase Bank at 1-800-945-2028 immediately. Additionally, you must notify SOLA’s 

President/CEO and your approving manager or supervisor. 

5. SURRENDER CARD UPON TERMINATION OF EMPLOYMENT.  Upon termination of employment, you must 

immediately surrender the assigned card to your immediate supervisor. 

6. ACKNOWLEDGEMENT.  I acknowledge receipt of the card and was provided an opportunity to ask question of a 

knowledgeable designate regarding the appropriate use of the card. I confirm that I have read and understand the 
above requirements and agree to comply with the procedures. 

 
By signing below, I acknowledge I have read and understand the items discussed above. 

  
 

_____________________________________ 

 
 

 
_____________________ 

EMPLOYEE  SIGNATURE  DATE 

 

DO NOT WRITE BELOW THIS LINE   
Date Received:  

 
 

_______________  
 
Account number: 

 
 

_________________  
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