August 6, 2001

GUIDELINES

UNIFIED SCHOOL DISTRICT CREDIT CARDS

The local board of education should adopt specific written guidelines on when credit cards may be used, what may be purchased with the credit card and by whom.  The written policy should clearly include the following information.

BOARD OF EDUCATION RESPONSIBILITIES

· Establish the amount which can be charged in any given period of time, what may be purchased, and by whom (recommendation--limit use of credit cards to school district employees only).  

· Establish timeframe for submittal of receipts and logs by school employees to business office.

· Have all credit card purchases made by the superintendent reviewed (by the board president or a designated school board member) prior to submission to the local board of education for payment.

· Explicitly state penalties/consequences for violation of board rules and policies concerning unauthorized purchases.

BUSINESS OFFICE RESPONSIBILITIES

· Prepare a system of reporting all credit card purchases made during a fiscal year and develop forms such as basic credit card information on the cardholder and the log to make it convenient for the employee.  (see attached examples)

· Maintain a log showing names of cardholders, account numbers, credit card purchases, etc., that are submitted to the board.  (see attached example)

· Verify credit card limits on a monthly basis.  A written request should be submitted to the business office stating rationale for any changes in the limit.

· Audit all original credit card receipts, invoices, electronic tickets, and logs submitted by cardholders on a regular basis (determined by the local board of education) to ensure the purchases are in compliance with board policy and used for school district purposes. Verify that all products purchased with a credit card have been received.  Provide a system to account for returned merchandise.

· Identify the merchants or type of merchants where the credit card may be used.  (Consider using merchant category codes (MCC) to block certain types of purchases.)

· Make sure that purchases can be tied to a specific cardholder (possible options are separate account numbers or a card check-out system).

· Provide a method of notifying merchants of the sales tax exemption status (K.S.A. 79-3606) when purchasing merchandise with credit cards.

· Provide training and monitor credit cardholders (school employees) to ensure the rules are being followed.

SUPERINTENDENT RESPONSIBILITIES

· Review credit card expenditures, following review by the district fiscal officer, prior to submission to the local board of education.

SCHOOL EMPLOYEE RESPONSIBILITIES

· The cardholder must officially sign all credit card purchases.  Make it clear that no one may use the credit card except authorized individuals.  All purchases must be school related (no personal purchases).

· Submit credit card receipts, invoices, and logs to the school district business office on a regular basis (to be determined by the local board of education).

· Report all lost or stolen credit cards immediately to the school district business office.

· Never accept cash for credit card returns.  Request that merchant credit the credit card account.

· Make sure telephone and catalog orders include appropriate shipping addresses and instructions (name of district, school building, employee's name, etc.).

· Make sure merchants are aware of the sales tax exemption status of school districts (K.S.A. 79-3606) when purchasing merchandise with credit cards.
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