3.25 – Credit Card Purchases Policy

The Iowa Educational Services for the Blind and Visually Impaired maintains and issues credit cards for the purchase of facility products, minor vehicle repairs, office supplies, petroleum products and educational programming products.  

Distribution and Return of Credit Cards

The Business Office will ensure that state credit cards bearing the Iowa Educational Services for the Blind and Visually Impaired name are issued only to personnel with a frequent need to expend appropriate sums on activities directly associated with the Iowa Educational Services for the Blind and Visually Impaired business. It should be demonstrated that failure to issue such credit cards would hamper the Iowa Educational Services for the Blind and Visually Impaired business and/or impose additional expense.

The Business Office will keep a current list of all personnel issued a credit card and their use. Credit cards are requested by employees from the Business Office for the following:

Issuance of a State of Iowa vehicle (Wright Express Universal Fleet Card)

Purchasing of campus facility products (Home Depot Credit Card)

Purchasing of office supplies (Staples Credit Card)

Purchasing of educational programming products (Wal-Mart Credit Card)

Credit cards will only be used for authorized expenditures directly associated with the business of the Iowa Educational Services for the Blind and Visually Impaired.  Personal use of the credit card is prohibited. Under no circumstances will personal charges be submitted or approved for reimbursement. Care should be exercised to purchase only those products necessary in order to maximize the utilization of campus-owned resources for economy reasons.

Accounting for Credit Cards

All credit card invoices should be signed by the employee that the credit card was issued to and returned to the Business Office at the time the credit card is returned. The Business Office will review the receipt for appropriateness and match the receipt up to the monthly credit card statement(s).
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