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MANAGEMENT SUPPORT

Charge Cards

The Pullman School District Board of Directors authorizes the use of charge cards for district purchases, acquisitions
and authorized travel. The purpose of the charge card program is to improve the efficiency, flexibility, and
convenience of district purchasing while maintaining full compliance with applicable laws, regulations, and internal
controls.

Cards may be issued to buildings, departments, or, in limited cases, to individual staff members as determined by
district needs. The superintendent or designee is responsible for authorizing, issuing, and overseeing all card activity,
subject to final board approval of payments. The Business Office manages the district’s card programs and establishes
procedures governing issuance, spending limits, documentation, and oversight.

All users of a procurement card must sign a user agreement acknowledging their responsibility for all charges made on
the account and their obligation to comply with district policy and procedures.

Procurement and charge cards may be used only for legitimate district business purposes. Misuse, unauthorized
purchases, or failure to follow established procedures will result in revocation of card privileges, personal financial
liability for unauthorized charges, and may lead to disciplinary action.

The superintendent or designee will periodically review procurement and charge card use to ensure compliance with
district policy, state law, and internal controls.

Cross References:
Board Policy 6213 Reimbursement for Travel Expenses

Legal References:’
RCW 42.24.155 Municipal corporations and political subdivisions--Charge cards to officers” and employees’ travel expenses
RCW 43.09.2855 Local governments--Use of credit cards

Management Resources:
Policy News, April 2005
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