Kilgore Independent School District

Procurement Card Procedures

General Information 
The Cardholder User's Guide provides the general guidelines for using the purchasing card. Please read it carefully. Your signature on the Cardholder Agreement shows that you understand the intent of the program and agree to follow the established guidelines.  
The following important points should be reviewed before using the purchasing card: 
Your purchasing card is issued in your name. All purchases made on the purchasing card must be only yours.  You are responsible for the security of the purchasing card and the transactions made with it.  If you do not follow these guidelines when using the purchasing card, you will receive disciplinary action, including termination.

· The purchasing card may only be used to purchase items that are included in a currently approved budget line item.

· If using for travel purposes, you are required to follow all travel guidelines required of every employee as stated in District Travel Guidelines

· If using the card for any other purchase a “Request to Use District Credit Card” form must be completed and appropriate approval received prior to making any purchase.

· You must reconcile the statement received from JP Morgan to ensure all charges are accurate. The statement reconciliation MUST be completed within seven days of receipt of your statement.  Failure to properly reconcile your statement will result in suspension of your account.

· The purchasing card is not intended to avoid or bypass appropriate purchasing or payment procedures as outlined in Board Policy or procedures as spelled out in the District Fiscal Manual.   

. Customer Service
The purchasing card program is serviced using a team approach with the Bank’s Customer Service Center. This center is available 24 hours a day, 7 days a week to assist the cardholder with general questions about the purchasing card account. If a card is lost or stolen, Customer Service should be notified immediately.  
The Customer Service number is: 1-888-508-9758.
Purchasing Card Controls  
Restricted Vendors
The purchasing card program may be restricted for use with certain types of suppliers and merchants. If you present your purchasing card for payment to these vendors, the authorization request will be declined.  
Purchasing Card Receipts
Always obtain a receipt when using the purchasing card. It is every cardholder's responsibility to ensure there is a receipt for each purchase.  Detailed receipts must be presented for all reimbursements – the credit card charge slip is not considered adequate documentation.  Upon making any charge to one of these P-Cards the receipt should be submitted to the business office along with a copy of the approval documents within five (5) days. These receipts will be each cardholder’s documentation for the monthly purchasing card charges.  If a receipt is lost or stolen, the cardholder should obtain duplicate copies of the receipts.  If unable, the charges become the personal responsibility of the cardholder and are due within 30 days.  
Cardholder Responsibilities
At the end of each billing cycle, every department  will receive a cardholder monthly statement, which lists purchases made to that account. Upon receipt of this statement, the department should reconcile the statement with their purchasing card receipts. After attaching all documentation and indicating the account number to be charged on the face of the reconciliation, the report should be forwarded to the business office for approval and payment.  Cards that have outstanding reconciliation reports will be suspended. 
Sales and Use Tax
The District is a tax-exempt entity and does not pay sales tax.  The cardholder should present a sales tax exemption form when making a purchase. 
Security of the Purchasing card

The cardholder is responsible for the security of the card. Guard the purchasing card account number carefully. It should not be posted in a work area or left in a conspicuous place. It should be kept in a secure location.  
The only person authorized to use the purchasing card is the cardholder whose name appears on the card. The card is to be used for business purposes only.  The card is not intended for personal use.  Personal purchases will be considered misappropriation of District funds, a criminal offense, and will be reported to the proper authorities.
Employee Termination
The purchasing card must be returned to the Program Administrator or Budget Manager upon termination from employment with the Kilgore Independent School District.  
Lost or Stolen Cards
If a purchasing card is lost or stolen, immediately contact the Bank’s Customer Service at 1-888-508-9758. After contacting the Bank, notify the Business Office. Prompt action can reduce the District's liability for fraudulent activity.

PROCUREMENT CARD PROCEDURES  
Purchasing cards will be centrally distributed through the Program Administrator. When a new card is issued, the Bank will send it to the Program Administrator for distribution to the cardholders. Cards will be released to cardholders after training and receipt of a signed cardholder agreement.    
The following items should be provided to you, the cardholder, during training:    
1.    Cardholder Purchasing Card Agreement: This is an agreement between the cardholder and the Kilgore Independent School District that affirms that the cardholder has read and understands the policy and procedures for the purchasing card. 
2.    Cardholder User's Guide: This document outlines the District's policies and procedures in regard to their purchasing card.    
Purchasing Card Activation
The cardholder must call 1-800-535-6807 to activate the purchasing card before using it. Upon receipt of the card, the cardholder should sign the back of the purchasing card and always keep the card in a secure place.  
Receiving Supplies and Services
A copy of the charge slip, sales receipt, or any other information related to the purchase must be kept by the purchaser and forwarded to Business Office within five (5) days of making any purchase.  If a purchase is made via mail or telephone, ask the vendor to include the receipt with the goods when shipping the product so that it can be forwarded to the business office.   
Purchasing Card Payment
Employees do not pay their own monthly statement. The program does not affect your credit rating in any way. The purchasing card program carries corporate, not individual, liability.  
Returns, Credits and Disputed Charges
Should a problem arise with a purchased item, service or charges, every attempt should be made to first resolve the issue directly with the supplier. All returns must be reimbursed by credit to the account; cash refunds for returns are prohibited.  Review of future statements is vital to ensure the account is properly credited for returns, credits and disputed charges.   
· Returns: If a cardholder needs to return an item to a supplier, contact the supplier and obtain instructions for return. Note that some suppliers may charge a restocking or handling fee for returns. All returns should be indicated in the transaction log.
· Credits: If the supplier accepts an item as a return, a credit for this item should appear on the following month's statement. All credits should be indicated in the transaction log.
· Disputed Charges: If a cardholder finds a discrepancy on a monthly statement, the cardholder should contact the supplier and attempt to resolve the problem directly.
If a cardholder cannot resolve a disputed item directly with the vendor, the cardholder should complete the Dispute Form 700 (available from the Program Administrator). JP Morgan will place the charge in a "State of Dispute" and the account may be given a provisional credit until receipt of adequate documentation from the vendor. 
 If the documentation appears to be in order, the transaction will be reposted to the account and the dispute considered closed. If the charge is suspected to be fraudulent, the card will be immediately blocked, continue to have a provisional credit (if given) and an investigation of the charge will continue. A new card will then be re-issued to the cardholder, if appropriate. If the charge appears legitimate, the transaction will then post to the new account.
 

Kilgore Independent School District

Procurement Card Holder Policy

A procurement card has been issued you by Kilgore Independent School District.  This card is to be used for travel purposes and in cases when other means available for District purchases (purchase orders, prepayments, etc.) is unavailable.  In the later case, employees should complete a request to use District Credit Card and secure appropriate signature indicating approval prior to making any purchase.  State Law and District Policy must still be followed.   Remember to get a detail receipt each and every time the card is used, a copy of the charge slip is not adequate for audit purposes.
This card is not for personal usage and any such usage can result in disciplinary action being taken against you.  In such cases the District reserves the right to withhold money from your earnings to cover such expenses.

Please read the attached information concerning the procurement card being issued and sign below as to your acceptance to these terms and the receipt of the procurement card.

Signature

Written / Typed Name

Date

Admin use only

Card Number __________

Date Issued _________________

Date Returned _______________

Kilgore Independent School District

Procurement Card Holder Policy – Hotel Only

A procurement card has been issued you by Kilgore Independent School District.  This card is to be used for hotel expenses only, all other travel (ie. Meals, mileage-fuel) has either been advanced you or will be reimbursed to you upon your completion of proper travel expense reports.   Remember to get a detailed receipt each and every time the card is used, a copy of the charge slip is not adequate for audit purposes.

This card is not for personal usage and any such usage can result in disciplinary action being taken against you.  In such cases the District reserves the right to withhold money from your earnings to cover such expenses.

The procurement card must be turned in to the business office along with copies of receipts immediately upon your return.  Failure to follow these rules could result in your inability to secure travel advances and use of district procurement cards in the future.

Please sign below to indicate your receipt of the procurement card and verify that you have read the above statement.

Signature

Written / Typed Name

Date

Admin use only
Card Number __________

Date Issued _________________

Date Returned _______________

Kilgore Independent School District

Procurement Card Holder Policy – Travel

A procurement card has been issued you by Kilgore Independent School District.  This card is to be used for travel expenses only.  Do not place meals on this card.  Kilgore ISD reimburses employees for meals based on per diem rates, for which you either received an advance or will be reimbursed upon proper completion of travel expense reports.  This card can and should be used for hotel, fuel for district vehicle and in emergency cases where repairs need to be made to district vehicles.   Remember to get a detailed receipt each and every time the card is used, a copy of the charge slip is not adequate for audit purposes.

This card is not for personal usage and any such usage can result in disciplinary action being taken against you.  In such cases the District reserves the right to withhold money from your earnings to cover such expenses.

The procurement card must be turned in to the business office along with copies of all receipts immediately upon your return.  Failure to follow these rules could result in your inability to secure travel advances and use of district procurement cards in the future.

Please sign below to indicate your receipt of the procurement card and verify that you have read the above information.
Signature

Written / Typed Name

Date

Admin use only

Card Number __________

Date Issued _________________

Date Returned _______________

Kilgore Independent School District

Procurement Card Holder Policy – Athletics

A procurement card has been issued you by Kilgore Independent School District.  This card is to be used for team meals, fueling of school vehicles and when emergency repairs are necessary to a school vehicle.   Meals should be limited in cost to five dollars per student.   Remember to get a detailed receipt each and every time the card is used, a copy of the charge slip is not adequate for audit purposes.  Immediately upon return from your trip the card and all receipts should be turned into the athletic secretary.
This card is not for personal usage and any such usage can result in disciplinary action being taken against you.  In such cases the District reserves the right to withhold money from your earnings to cover such expenses.

Failure to follow these few rules could result in your inability to use district procurement cards in the future.

Please sign below to indicate your receipt of the procurement card and verify that you have read the above information.

Signature

Written / Typed Name

Date

Admin use only

Card Number __________

Date Issued _________________

Date Returned _______________

Procurement Card Procedures

Athletic Department

Ten procurement cards will be issued the athletic director by the business office.  These procurement cards are to be kept secured at all times.  These cards are to be given to individual coaches when meals must be purchased for team travel, along with a tax exemption form.  These cards are not to be used for individual coach’s travel.  Cards for coach’s travel should be secured from the business office.  In addition to team meals, these cards can be used for fuel when necessary to fuel a school vehicle and in emergency situations when repairs are necessary to a school vehicle.  Upon giving a coach the card a “Procurement Card Holder Policy for Athletics” must be read and signed by the coach.  Upon return from the event, the coach must immediately return the card and a detailed receipt for the meal expense.  The athletic secretary should attach this receipt to a team meal report form along with the signed “Card Holder Policy for Athletics” form, completing the remainder of the meal expense form and keep in a secure location.  Monthly a procurement card statement will be given to the Athletic Director, at which time the statement should be reconciled and team meal reports attached for all charges.  This reconciliation should be completed and returned to the business office within seven days of receipt.
Security of the Purchasing card

The Athletic Director is responsible for the security of the cards. Guard the purchasing card account numbers carefully. It should not be posted in a work area or left in a conspicuous place. It should be kept in a secure location.  
The only persons authorized to use the purchasing cards are members of the athletic department coaching staff. The card is to be used for business purposes only.  The card is not intended for personal use.  Personal purchases will be considered misappropriation of District funds, a criminal offense, and will be reported to the proper authorities.
Purchasing Card Receipts
Always obtain a receipt when using the purchasing card. It is every coaches responsibility to ensure there is a receipt for each purchase.  Detailed receipts must be presented for all reimbursements – the credit card charge slip is not considered adequate documentation.  
Sales and Use Tax
The District is a tax-exempt entity and does not pay sales tax.  The coach should present a sales tax exemption form when making a purchase.
Lost or Stolen Cards
If a purchasing card is lost or stolen, immediately contact the Bank’s Customer Service at 1-888-508-9782. After contacting the Bank, notify the Business Office. Prompt action can reduce the District's liability for fraudulent activity.

Disputed Charges: If a cardholder finds a discrepancy on a monthly statement, the cardholder should contact the supplier and attempt to resolve the problem directly.
If a cardholder cannot resolve a disputed item directly with the vendor, the cardholder should complete the Dispute Form 700 (available from the Program Administrator). Bank One will place the charge in a "State of Dispute" and the account may be given a provisional credit until receipt of adequate documentation from the vendor. 
If the documentation appears to be in order, the transaction will be reposted to the account and the dispute considered closed. If the charge is suspected to be fraudulent, the card will be immediately blocked, continue to have a provisional credit (if given) and an investigation of the charge will continue. A new card will then be re-issued to the cardholder, if appropriate. If the charge appears legitimate, the transaction will then post to the new account.
 

Athletic Director Signature
Date

Procurement Card Procedures

Transportation Department

Ten procurement cards will be issued the transportation director by the business office.  These procurement cards are to be kept secured at all times.  These cards are to be given to individual drivers when traveling requires additional fueling.  In addition to fueling, these cards can be used for emergency situations when repairs are necessary to a school vehicle.  Upon giving a driver the card a “Procurement Card Holder Policy for Transportation” must be read and signed by the driver.  Upon return from the event, the driver must immediately return the card and a detailed receipt.  The transportation secretary should secure this receipt and attach to the signed “Card Holder Policy for Athletics” form.  This receipt and form should be kept in a secure location.  Monthly a procurement card statement will be given to the Transportation Director, at which time the statement should be reconciled and receipts attached for all charges.  This reconciliation should be completed and returned to the business office within seven days of receipt.

Security of the Purchasing card

The Transportation Director is responsible for the security of the cards. Guard the purchasing card account numbers carefully. It should not be posted in a work area or left in a conspicuous place. It should be kept in a secure location.  
The only persons authorized to use the purchasing cards are members of the transportation staff. The card is to be used for business purposes only.  The card is not intended for personal use.  Personal purchases will be considered misappropriation of District funds, a criminal offense, and will be reported to the proper authorities.

Purchasing Card Receipts
Always obtain a receipt when using the purchasing card. It is every drivers responsibility to ensure there is a receipt for each purchase.  Detailed receipts must be presented for all reimbursements – the credit card charge slip is not considered adequate documentation.
Sales and Use Tax
The District is a tax-exempt entity and does not pay sales tax.  The coach should present a sales tax exemption form when making a purchase.

Lost or Stolen Cards
If a purchasing card is lost or stolen, immediately contact the Bank’s Customer Service at 1-888-508-9758. After contacting the Bank, notify the Business Office. Prompt action can reduce the District's liability for fraudulent activity.

Disputed Charges: If a cardholder finds a discrepancy on a monthly statement, the cardholder should contact the supplier and attempt to resolve the problem directly.
If a cardholder cannot resolve a disputed item directly with the vendor, the cardholder should complete the Dispute Form 700 (available from the Program Administrator). Bank One will place the charge in a "State of Dispute" and the account may be given a provisional credit until receipt of adequate documentation from the vendor. 
If the documentation appears to be in order, the transaction will be reposted to the account and the dispute considered closed. If the charge is suspected to be fraudulent, the card will be immediately blocked, continue to have a provisional credit (if given) and an investigation of the charge will continue. A new card will then be re-issued to the cardholder, if appropriate. If the charge appears legitimate, the transaction will then post to the new account.
 

Transportation Director Signature

Date

Kilgore Independent School District

Procurement Card Holder Policy – Transportation

A procurement card has been issued you by Kilgore Independent School District.  This card is to be used for fueling of school vehicles and when emergency repairs are necessary to a school vehicle.   Remember to get a detailed receipt each and every time the card is used, a copy of the charge slip is not adequate for audit purposes.  Immediately upon return from your trip the card and all receipts should be turned into the transportation secretary.

This card is not for personal usage and any such usage can result in disciplinary action being taken against you.  In such cases the District reserves the right to withhold money from your earnings to cover such expenses.

Failure to follow these few rules could result in your inability to use district procurement cards in the future.

Please sign below to indicate your receipt of the procurement card and verify that you have read the above information.

Signature

Written / Typed Name

Date

Admin use only

Card Number __________

Date Issued _________________

Date Returned _______________

