
Resource  Management  

Car/R ide  Share  User  Agreement  

There  may  be  an  occasion  in  which  you  need 
t ranspor ta t ion  se rv i ces  to  conduct  bus iness  
a f fa i r s .   SVA has  c rea ted  car / r ide  share  
corpora te  accounts  tha t  w i l l  a l low you  to  book  
a  veh ic le  w i thout  the  need to  use  your  SVA 
i s sued Pcard .  

Use  o f  SVA’s  corpora te  accoun t s  are  fo r  
bus iness  purposes  on ly .   P lease  rev iew the  
fol low ing  Agreement  regard ing  the  terms  and 
condit ions  associa ted  with  us ing  th i s  se rv i ce .  

Terms  and Cond i t ions  of  Agreement  

You  a re  be ing  ent rus ted  to  u t i l i ze  SVA’s  
corpora te  accounts .   The  se rv i ce  o f fe red  i s  
p rov ided to  you  fo r  work  re la ted
t ranspor ta t ion  se rv i ces .   I t  i s  not  an
ent i t lement  nor  re f lec t i ve  o f  t i t l e  o r  pos i t ion .  
SVA reserves  the  r ight  to  revoke  your  access  to  
the  se rv i ce  a t  any t ime. 

I n  add i t ion ,  to  agree ing  to  the  te rms  and 
cond i t ions  o f  th i s  Agreement ,  you  a re  a l so  
ob l iga ted  under  any  te rms  and cond i t ions 
under  the  ca r / r ide  sha re  company ' s  End User
Agreements .

Your  s ignatu re  be low ind ica tes  tha t  you  have  
read  and w i l l  comply  w i th  a l l  o f  the  te rms  o f  
th i s  agreement .  

1. I  unders tand tha t  use  o f  SVA’s  corpora te
accounts  a re  fo r  work  re la ted
t ranspor ta t ion  se rv i ces  on ly .

2. Access  to  SVA’s  corpora te  accounts  w i l l  
be  i s sued under  my  name.   Se rv i ces  sha l l
on ly  be  u t i l i zed  by  me and I  w i l l  not
a l low any  o ther  person  to  use  the  se rv i ce
or  app l i ca t ion  re la ted  to  SVA’s  corpora te
accounts .

3. I f  my  account  i s  compromised,  I  w i l l  
immedia te ly  not i f y  the  r ide  sha re
company  and  SVA’s  Purchas ing  Of f i ce  a t
purchas ing@sva .edu

4. I  agree  to  ind ica te  my  bus iness  purpose
o f  the  t r ip  w i th in  the  app l i ca t ion  and w i l l  
supp ly  fu r ther  exp lanat ion  shou ld  i t  be
reques ted  by  my Superv i so r  o r  SVA’s
F inance  Depar tment .

5. I  w i l l  d i scont inue  use  o f  SVA’s  corpora te
accounts  upon  my separa t ion
o f  employment .

6 .  I  agree  tha t  shou ld  I  v io la te  the  te rms  o f  th i s
Agreement  tha t  I  w i l l  re imburse  SVA fo r  a l l  
i ncu r red  charges  and any  fees  re la ted  to  the  
co l lec t ion  o f  those  charges .  I  a l so  w i l l  be  
sub jec t  to  d i sc ip l ina ry  ac t ion ,  potent ia l l y  
inc lud ing  the  te rminat ion  o f  my  
employment .

Author i za t ion  o f  Use  by  Superv i so r  

I  acknowledge tha t  I  have  been  ident i f ied  as  the  
ind iv idua l  au thor i zed  to  rev iew and approve  r ide  
sha re  charges  pos ted  to  my  depar tment ’ s  GL  
account .  

I  agree  tha t  upon rece ip t  o f  the  month ly  r ide  
ac t i v i t y  repor t  I  w i l l  rev iew and approve/deny  
r ides  taken  by  the  a fo rement ioned co l league  
w i th in  6  bus iness  days .  

I  agree  to  d i spute  any  r ide  tha t  I  do  not  deem a  
l eg i t imate  depar tmenta l  bus iness  expense .

I  agree  to  reques t  add i t iona l  in fo rmat ion  fo r  any  
r ide  tha t  may  be  ques t ionab le .  

I  unders tand tha t  fa i lu re  to  rev iew and d i spute  
r ides  w i th in  the  6  days  w i l l  cons t i tu te  a  pass i ve  
approva l  o f  the  expenses .   

Upon comple t ion ,  submi t  th i s  Agreement  to  
purchas ing@sva .edu  to  se tup  your  corpora te  
accounts .  

Ques t ions?  

P lease  reach  out  to  purchas ing@sva .edu  fo r  
add i t iona l  ass i s tance .  

____________________________________________________
E m p l o y e e / U s e r  S i g n a t u r e  

____________________________________________________ 
P r i n t  N a m e   S V A  I D #  

____________________________________________________
D e p a r t m e n t  G L  ( 6 - d i g i t  p r e f i x )       D e p a r t m e n t  N a m e

____________________________________________________
S u p e r v i s o r / D e p a r t m e n t  H e a d  S i g n a t u r e  

____________________________________________________
P r i n t  N a m e




