



SCHOOL DISTRICT OF ABBOTSFORD


673.2
MANAGEMENT OF DISTRICT CREDIT CARDS
Credit Card Program Management

The District Administrator is responsible for the overall management of the District Credit Card.  The District Bookkeeper and District Administrative Assistant will be assigned duties or tasks associated with the District Cr4edit Card to include, but not limited to reconciliation and record keeping.

The District Business Office shall maintain all the records of procurement card application, cardholder issuance form/use agreement, limits, cardholder transfers, and lost/stolen/destroyed card information.  

The following positions will have initial access to the District Credit Card:

· District Administrator

· District Bookkeeper

· District Administrative Assistant.

All employees who have been determined to have access to the District Credit Card will sign the Credit Card Use Agreement.  Signature of the form acknowledges that the employee understands the procedures and responsibilities of a cardholder.  Card access may be revoked at any time by the District Administrator.
Guides for Card Use

Use of the procurement card shall be limited to the following conditions:

· Accounts payable

· Online purchases that require a credit card, i.e., Amazon

· Entry of credit card purchases are to be conducted by the District Bookkeeper or District Administrative Assistant

If the card is lost or stolen, the District Bookkeeper or in his/her absence, the District Administrative Assistant, shall immediately notify the card issuer.  
Payment to the card issuer shall be completed within the terms specified on the account statement after the billing cycle ends.  

Unauthorized Credit Card Use
Credit cards shall not be used for the following:

· Personal purchase or identification

· Gift cards of ATM cash withdrawals

· Purchases intended to bypass the District purchasing procedures

· Purchases split to circumvent purchase limits or competitive price solicitation

· Meals

· Telephone calls

· Alcoholic beverages, drugs, or pharmaceuticals

· Hazardous materials

· Leases/Rentals of facilities/property

· Consultants or temporary help

· Services from a “tax Reportable” or a “1099” vendor.  A tax reportable or 1099 vendor is defined as an individual, sole proprietorship, or limited partnership which is paid more than $600 per calendar year for services. All medical and/or attorney’s fees are considered tax or 1099 reportable, regardless of their status

· Purchases from companies outside the United States
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