Procedures for Use of District Credit Cards

1. District Credit Cards are available for travel, hotel or other purchases, such as supplies for amounts less than $500. The following procedures must be used to obtain a credit card:

2. Prepare and submit a requisition via normal process at your location. The vendor will be American Express. You should explain the nature of the purchase and where you will be making the purchase in the comment box.

3. Have requisition approved and submitted to convert to a Purchase Order.

4. Bring the Purchase Order to Account’s Payable   (Eileen). She will issue you the appropriate card plus a Tax Exempt Form. You will also have to sign out the card and authorize payroll deduction should the account be used improperly.
5. Make your purchase then return the card and credit card receipt plus any supporting documents (I.e. sales slip, register tape, etc.) to Account’s Payable (Eileen).

THE CARD MAY ONLY BE USED FOR THE SPECIFIED ITEMS AND AMOUNTS IN THE PURCHASE ORDER. FAILURE TO ADHERE TO THESE RULES WILL RESULT IN YOUR LOSS OF PRIVILIGE TO USE A DISTRICT CARD AND POSSIBLE REQUIREMENT TO REPAY THE DISTRICT FOR THE PURCHASE.
Acceptable Receipts are outlined on Appendix A of this Procedure
