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Memorandum To: Human Resources and Employee Development

From: Dean/ Director/ Department Head

Re: American Express Corporate Card

Date: 
Please allow _________________   to apply for the American Express Corporate Card. By signing



Employee’s Name

below the employee understands that this card is to be used for travel purposes only. No personal purchases are to be made using this card. They also understand that they are responsible for paying the balance on the card at the time that is due.
Employee Signature/date
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