JMU PAYMENT CARD MERCHANT
STAFF TERMS OF AGREEMENT
This staff agreement is required of all staff members, including students, for whom the Merchant (Department) has determined there is documented need for access to payment card information. James Madison University is committed to maintaining compliance with federal, state, and university policies and procedures related to Data Security and Financial Management as well as the Payment Card Industry Data Security Standards (PCI DSS). All employees designated as responsible for or given access to payment card information are required to agree to the following terms and conditions before being granted said access:
    Criminal Records Report and Employment Reference Information (Background Check) has been completed upon initial hire or upon determination employee will be designated access to payment card information, whichever occurs first. 
· Enter date form submitted to HR or SWEC:    Click here to enter a date.

    I have completed the required Payment Card Acceptance Training and will comply with the procedures and policies therein. The training is scheduled with, and conducted by, the University Business Office. This includes participating in any training updates as may be deemed appropriate. 
· Enter training date:    Click here to enter a date.

    I have acknowledged and reviewed the following JMU Policies:
· #1204 Information Security – http://www.jmu.edu/JMUpolicy/1204.shtml 
· #1207 Appropriate Use of Information Technology Resources –  http://www.jmu.edu/JMUpolicy/1207.shtml
· #1210 E-Commerce located at http://www.jmu.edu/JMUpolicy/1210.shtml

    I have acknowledged and reviewed the JMU Financial Procedures Manual on a regular basis for current and future updates of sections related to Financial Management and Payment Card Acceptance.  These sections include but are not limited to:
· 1020 Forms Index  http://www.jmu.edu/finprocedures/1000/1020.shtml
· 3045 Local Funds http://www.jmu.edu/finprocedures/3000/3045.shtml
· 4105 Deposits http://www.jmu.edu/finprocedures/4000/4105.shtml
· 4125 Payment Cards http://www.jmu.edu/finprocedures/4000/4125.shtml

I, as the Merchant (Department Head or Supervisor), have reviewed these terms of agreement with the employee:

____________________________________________________________________________________________________________________________________________________________
(Signature)                                                                                       (Printed Name)                                                       (Date)

I, as the Employee, agree that the above checked items have been explained to me by the Merchant (Department Head or Supervisor) and I have had the opportunity to discuss and ask questions for clarification.

____________________________________________________________________________________________________________________________________________________________
(Signature)                                                                                       (Printed Name)                                                       (Date)
Return to UBO at MSC 3516
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