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MANAGEMENT SUPPORT

Charge Cards

Procurement and charge cards are issued to buildings/departments, or, in limited cases, to individual staff
members, based on district needs and supervisor approval. Building/department cards are checked out and
managed at the building/department level with prior written approval from the supervisor or designee.
Individual staff cards are assigned to the cardholder and may be used directly by them. Each card has an
assigned spending limit, and requests for higher limits require approval from the Business Office or
designee.

Cards may be used only for authorized district purchases, approved acquisitions, and legitimate travel or
lodging expenses. They must not be used for personal purchases, cash advances, gift cards, alcohol,
tobacco, personal entertainment, fuel for personal vehicles, donations, political contributions, or splitting
transactions to circumvent spending limits or district procedures.

Employees using either a building/department card or an individual card must submit fully itemized
expense documentation, including original receipts or invoices, within the timeframe established by the
Business Office. All documentation will be reviewed and reconciled against the billing statement. Any
unapproved or unsupported charges must be repaid by the employee, and cards may not be used while
disallowed charges remain outstanding. Records must be retained according to district financial record-
keeping requirements and are subject to audit.

Cards must be stored securely when not in use. Building/department cards may only be used by the
employee authorized to check them out. Individual staff cards may only be used by the assigned
cardholder. Sharing or lending cards to others is prohibited. Lost or stolen cards must be reported
immediately to the Business Office. Credit cards must be returned to the Business Office when no longer
needed or when the cardholder role changes.

The Business Office will audit card use to ensure compliance with district procedures.
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