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[bookmark: _Toc207011665]District Credit Card Program
[bookmark: _Toc207011666]Introduction
The Duncanville Independent School District’s credit card program provides credit cards to be used for travel and limited retail purchasing as outlined in this manual. The JP Morgan Credit Card Program is established through a contract by the State of Texas and other Store card programs are established through co-op bids. All of these programs are administered by the Duncanville ISD Financial Services Department.
The purpose of the District Credit Card Program is to establish a more efficient, cost-effective method of paying for travel costs, and purchasing from approved retail vendors that require payment at time of purchase. Non-travel related vendors must be on the District Approved Retail Vendors List (Exhibit B) to be used with this program. This program does NOT remove the requirement for an approved Purchase Order prior to purchase as outlined in District procurement guidelines found in Board Policy CH (Local) and CH (Legal).
District credit cards are for official District business purposes only. A credit card cannot be used for any purchases that violate District policy. A credit card may not be used for personal transactions (intentional or unintentional). Improper use or abuse may result in loss of credit card privileges, disciplinary action consistent with District policies, up to and including termination and possible prosecution.
Use of a District credit card is a responsibility that should not be taken lightly. Fraudulent, intentional or unintentional, misuse may result in employee disciplinary action. Employees that use a District credit card without following the District procurement guidelines may lose credit card privileges and could be financially liable for any unapproved transactions.
This Credit Card Procedures Manual provides guidelines for using a District credit card; please read it carefully. Employees are responsible for reading and understanding this Credit Card Procedures Manual, as well as completing the Annual Training on Credit Card Use compliance training. A credit card will NOT be issued to or used by an employee that has not taken the current year credit card training.
As stated above, use of a credit card will NOT eliminate the requirement for an approved Purchase Order. All credit card charges MUST be encumbered prior to the purchase with an approved Purchase Order. Unencumbered purchases may result in the loss of credit card privileges and the employee being held financially responsible for the purchase.
Violations of this credit card policy could result in employee disciplinary action, up to and including suspension of credit card privileges and/or termination.
[bookmark: _Toc207011667]Section 1: Types of Credit Cards
The District has two types of JP Morgan credit cards for employee use: Travel and Retail. We also have store credit cards for Home Depot and Costco, that are governed by all the Retail Credit Card guidelines within this manual.
1. The Travel Credit Card may be used to pay for hotel and hotel parking while traveling on District business. Mileage reimbursement and meal per diems will still be paid using a check request, but student meal per diems may be allowed on the credit card. When student meal per diems are requested to be included on a travel credit card, Finance will review trip details and determine if it would be feasible to include them. The card will include spending limits based on the approved Purchase Order.
All employees requesting to use a district Travel credit card must take the Annual Training on Credit Card Use compliance course before a card will be issued to them. This card can be checked out from the Purchasing Department and must be returned upon completion of the travel trip along with the proper receipts for all transactions.
2. The Retail Credit Card may only be used to purchase goods from vendors listed on the District Approved Retail Vendors List (Exhibit B) after an approved Purchase Order has been issued. Financial Services may add to this list of vendors periodically. Using a credit card at an unapproved vendor may result in loss of credit card privileges and the employee being held financially responsible for the purchase.

Store credit cards may only be used at the issuing store after an approved Purchase Order has been issued.
Retail credit cards will be issued to Purchasing for check out by staff as needed. These cards will have a credit limit that provides ample room for the campus or department to make needed purchases. The purchasing department is responsible for keeping the cards in a secure location at all times and monitoring the available credit on each card to ensure that charges will not be declined. Financial Services can increase credit limits if needed , but will only do so in rare instances or emergencies.
All employees requesting to use a district Retail credit card must take the Annual Training on Credit Card Use compliance course before a card may be checked out.
Retail credit cards may NOT be checked out for extended periods of time. They must be returned to the check out location within 24 hours or next business day after purchase.
Retail credit cards may not be used because a vendor will not accept a Purchase Order. Please contact Purchasing for assistance with these type of purchases.
[bookmark: _Toc207011668]Section 2: Credit Card Training Requirements
All employees that use a Duncanville ISD credit card must complete the Annual Training on Credit Card Use prior to checking out a credit card for the first time and then on an annual basis. If the course is not completed, the employee will NOT be allowed to check out a credit card.
Credit Card Training is located on the landing purchasing page from our district website. There is a link to view, review, and sign off stating that each person has read and understands the rules and regulations regarding credit card purchasing for the Duncanville ISD district.
[bookmark: _Toc207011669]Section 3: Employee Responsibilities
· Employee has the sole responsibility to safeguard the credit card while it is checked out to them and must follow District procedures found in Board Policy CH (Local) and CH (Legal).
· Employee is required to complete the Annual Training on Credit Card Use compliance training prior to checking out a credit card for the first time, and thereafter on an annual basis. If the course is not completed, the employee will not be allowed to check out a credit card.
· Employee is responsible for reporting a lost or stolen credit card and any resulting questionable charges upon discovery to their check out location.
· Employee is responsible for keeping all original itemized receipts and any other related information for all credit card transactions.
· Employee is responsible for returning all checked out credit cards to the check out location within 24 hours or next business day. 
· Credit cards must NOT be handed off to another person (staff member, parent, student, etc.) for use.
[bookmark: _Toc207011670]Section 4: Credit Card Controls
[bookmark: _Toc207011671]Spending Limits
A credit card may be used for purchases within the spending limits, for the items described and for the vendor specified on the approved Purchase Order. A credit card charge over the Purchase Order dollar amount is considered a violation of this policy and will result in a personal financial obligation of charges and possible employee disciplinary action. (Example: Purchase Order amount $150 – Purchase Amount $200 charged to the credit card – Violation because amount exceeded Purchase Order amount by $50.)

If your Retail credit card is denied, the employee must cancel the transaction. The employee may not pay for the purchase with personal funds and expect to be reimbursed. This is a violation of District procedures found in Board Policy CH (Local) and CH (Legal).
[bookmark: _Toc207011672]Prohibited Items
Purchase of an item from the Prohibited Items List (Exhibit A) with a District credit card may result in employee disciplinary action or termination.
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[bookmark: _Toc207011673]District Approved Retail Vendors
The JP Morgan Retail credit card may only be used with vendors listed on the District Approved Retail Vendors List (Exhibit B). The use of a credit card with a vendor NOT on the list is considered a violation of this policy and will result in a personal financial obligation of charges and possible employee disciplinary action.
[bookmark: _Toc207011674]Section 5: Tax-Exemption Rules
All purchases made with a District credit card are exempt from State of Texas Sales Tax. School Districts do pay City and other Miscellaneous Tax in the State of Texas, and all tax outside the State of Texas.
Employee must present a Texas Sales & Use Tax Exemption Form to the cashier prior to paying with a Retail credit card. Hotel parking and venue event parking will also require a Texas Sales & Use Tax Exemption Form. Some vendors may require specific tax-exempt documentation. Vendor required documentation information can be found on the District Approved Retail Vendors List (Exhibit B).
Employee must present a Texas Hotel Occupancy Tax Exemption Certificate prior to checking into the hotel.
Both of these forms may be obtained from the Financial Services Department.
NOTE: If Sales Tax is charged, the employee must notify the vendor immediately to request credit. The employee is responsible for obtaining a credit memo receipt or personally paying any Sales Tax charged on a credit card checked out to them.
[bookmark: _Toc207011675]Section 6: Credit Card Procedures - Employee
The following procedures are what employees must do in order to request and use each type of District credit card.
All employees are required to complete the Annual Training on Credit Card Use compliance training prior to checking out a credit card for the first time, and thereafter on an annual basis. If the course is not completed, the employee will not be allowed to check out any credit cards.
[bookmark: _Toc207011676]Generic Credit Card for Travel
· Employee may check out a Generic Travel credit card from Financial Services.
· Employee will follow their normal campus/department process for making travel arrangements.
· Employee will be notified by email when the Travel credit card is ready for pick up from the Purchasing Department. The email will also have copies of the Hotel Occupancy Tax Exemption Certificate and Texas Sales & Use Tax Exemption Form that should be printed to give to the hotel upon check in. (See Section 5 for additional Tax Exemption information.)
NOTE: ONLY items and amounts on the signed Purchase Order may be charged to the Travel credit card. Additional items charged to the Travel credit card will be considered a non-approved purchase and will result in a personal financial obligation. Repeated non-approved purchases could result in loss of Travel credit card privileges. (See Section 10 for additional information.)
If unexpected business expenses arise during travel, contact Purchasing prior to using the Travel credit card.

· The employee will return the Travel credit card to the Purchasing Department and all original itemized receipts to the campus Secretary within 24 hours or next business day upon return from travel.
NOTE: ALL charges without an itemized receipt will be the employee’s financial obligation and a payroll deduction may be made to pay for the credit card invoice. See Section 10 for information on missing itemized receipts.
[bookmark: _Toc207011677]Retail Credit Card (JP Morgan and/or Store)
· Employee will follow their normal campus/department process for requesting to make a purchase.
· Secretary will notify the employee when the Retail credit card is ready for pick up.
· Along with the Retail credit card, the employee will be given a Texas Sales & Use Tax Exemption Form, if applicable, or vendor required documentation (also known as tax exempt docs) to be presented at check out. (See Section 5 for additional information.)
NOTE: ONLY items and amounts with the vendor listed on the signed Purchase Order may be charged to the Retail credit card. Additional items charged to the Retail Credit Card will be considered a non-approved purchase and will result in a personal financial obligation. Repeated non-approved purchases could result in loss of Retail credit card privileges. (See Section 10 for additional information.)
If the purchase cannot be made as described on the Purchase Order (including the dollar amount), DO NOT use the Retail credit card; DO NOT pay with personal funds expecting reimbursement; and DO NOT make alternate arrangements with anyone outside of Purchasing. Employees must cancel the transaction and return to the District without the purchase, then contact Purchasing for instructions.
· After shopping, the employee will turn in the Retail credit card and all original itemized receipts to their Secretary within 24 hours or next business day.
NOTE: ALL charges without an itemized receipt will be the employee’s financial obligation and a payroll deduction may be made to pay for the credit card invoice. (See Section 10 for information on missing itemized receipts.)


[bookmark: _Toc207011678]Section 7: Credit Card Procedures - Secretaries
Annual Credit Card Training will be required for all Bookkeepers. Additional training will be provided as needed, or upon request. Upon completion of annual training, Retail credit cards will be assigned to the Bookkeepers.
[bookmark: _Toc207011679]Travel Credit Card
· Bookkeeper will verify that the employee has completed the Annual Training on Credit Card Use compliance training for the current fiscal year.
A travel requisition may not be created until the employee completes the Annual Training on Credit Card Use compliance training for the current fiscal year. Bookkeepers should direct employees to Credit Card Training, which is located on the landing purchasing page from our district website. There is a link to view, review, and sign off stating that each person has read and understands the rules and regulations regarding credit card purchasing for the Duncanville ISD district.
· A requisition must be entered with the appropriate campus/department JP Morgan Travel vendor. All backup documentation should be attached to the requisition before submitting it to Purchasing for approval.
Required Backup Documentation for all Travel Credit Card requisitions:
1. A completed and approved Travel Authorization Form
2. Hotel Confirmation/Reservation showing date of stay and room rate
NOTE: A requisition may be entered at any time prior to travel but Generic Travel credit cards will not be available for picking up more than three business days prior to travel. All Travel credit cards will not be available for use until the first day of travel.
· For employees with a Travel credit card in their name, Purchasing will notify Bookkeeper and employee by email that the credit card has been loaded with the requested funds. Funds will be available for use beginning on the first day of travel.
· For employees using a Generic Travel credit card, Purchasing will notify Bookkeeper and employee by email when the credit card is ready to pick up. Funds will be available for use beginning on the first day of travel
· Bookkeepers will collect all original itemized receipts when the employee returns from travel.
· Bookkeeper will review the receipts against the Purchase Order for compliance. (Please see types of Unapproved Transactions in Section 10.)
· Approved purchase: Bookkeeper will receive against the Purchase Order for the charges and email the itemized receipt(s) to Accounts Payable at irperez@duncanvilleisd.org or dsalazar@duncanvilleisd.org .
· Non-approved purchase: The Bookkeeper will report any unapproved transactions to the Purchasing Department and further action will be carried out on a case-by-case basis. Bookkeepers should NOT receive against the Purchase Order until directed to do so by Purchasing or Financial Services.
[bookmark: _Toc207011680]Retail Credit Card
Financial Services will release Retail credit cards (Home Depot) to Bookkeepers upon request. Retail credit cards will be active and preloaded with available credit. Bookkeepers are responsible for ensuring all Retail credit cards remain in a secure location until checked out.
Financial Services will use a Google Sheet for tracking usage. This sheet will be audited periodically, and any missing information will be considered a violation of District credit card procedures. Violations could result in loss of credit card privileges for their campus/department.
All Retail credit cards located at campuses that are closed for the summer must be returned to Financial Services at the end of each school year prior to the Bookkeeper leaving for summer break. No Retail credit cards may be left on campus over the summer.
· Bookkeepers will verify that the employee has completed the Annual Training on Credit Card Use compliance training for the current fiscal year.

· A retail requisition may not be created until the employee completes the Annual Training on Credit Card Use compliance training for the current fiscal year. Bookkeepers should direct employees to Credit Card Training (located on purchasing landing page of district website) to complete the online training.
· A requisition must be submitted with the appropriate vendor. If requesting to use the credit card, the vendor should be the appropriate Awarded Retail vendor. All back-up documentation needed should be attached to the requisition before submitting to Purchasing for approval.
· Bookkeeper will notify the employee that the card is available to pick up.
· Bookkeeper will collect all original itemized receipts and Retail credit card when the employee returns from shopping.
· Bookkeeper will check in the Retail credit card with Financial Services and return to Purchasing.
· Bookkeeper will review the receipts against the Purchase Order for compliance. (Please see types of Unapproved Transactions in Section 10.)
· Approved purchase: The Bookkeeper will receive against the Purchase Order for the charges and email the itemized receipt(s) to Accounts Payable at irperez@duncanvilleisd.org or dsalazar@duncanvilleisd.org .
· Non-approved purchase: Bookkeeper will report any unapproved purchases to the Purchasing Department and further action will be carried out on a case -by-case basis. Bookkeepers should NOT receive against the Purchase Order until directed to do so by Purchasing or Financial Services.
[bookmark: _Toc207011681]Record Keeping
The Bookkeeper will keep a file of all original itemized receipts for audit purposes. These documents must be kept for one year past the end of the fiscal year. For example: documents for the 2020-2021 fiscal year must be kept until June 30, 2022.
[bookmark: _Toc207011682]Section 8: Credits and Disputing a Transaction
Should a problem arise with a transaction, including misapplied sales tax, every attempt should be made by the employee to resolve the issue directly with the vendor at the time of purchase. It is not the Bookkeepers or the Finance department’s responsibility to resolve tax issues. All refunds should be applied back to the credit card and a copy of the credit receipt must be submitted to Accounts Payable. Under no circumstances should a cash refund or gift card be accepted in place of credit. Bookkeepers will notify Accounts Payable of all credits and disputes.
[bookmark: _Toc207011683]Section 9: Lost Credit Cards
The employee and/or Bookkeeper is solely responsibility for safeguarding all credit cards while in their possession and should report a lost or stolen credit card in a timely manner.
Lost or stolen credit cards require immediate action. If there is a delay in reporting a lost or stolen card, any resulting questionable charges may be the responsibility of the employee.
Employees should report lost or stolen credit cards as soon as possible to their bookkeeper.
Bookkeepers should report lost or stolen Retail credit cards to the Purchasing Department as soon as possible.
Lost District credit cards will result in a $5 replacement fee per card. (See Personal Financial Obligation in Section 10.) The District may also suspend credit card privileges indefinitely if an individual has three (3) or more lost credit cards.
[bookmark: _Toc207011684]Section 10: Disciplinary Procedures
Violations of this credit card policy could result in employee disciplinary action up to and including termination. Violations can include failing to follow District credit card procedures or an unapproved transaction, as listed below. These disciplinary procedures are for all employees that are responsible for any credit card at any time.
First Violation: Purchasing will determine appropriate resolution and notify the employee and their supervisor. If it is determined, the employee has a personal financial obligation, it may be settled by payroll deduction or cash option (see below).
Second Violation: Purchasing will determine appropriate resolution and notify the employee and their supervisor. If it is determined the employee has a personal financial obligation, it may be resolved by payroll deduction or cash option (see below). District credit card privileges for the employee WILL be suspended for thirty (30) days.
Third Violation: Purchasing will determine appropriate resolution and notify the employee and their supervisor. If it is determined the employee has a personal financial obligation, it may be resolved by payroll deduction or cash option (see below). The District MAY suspend credit card privileges for the employee INDEFINITELY.
Types of unapproved transactions include, but are not limited to:
· Lost receipts
· Purchase without an approved Purchase Order
· Purchase exceeding Purchase Order amount
· Purchase from vendor not on the District Approved Retail Vendors List (Exhibit B)
· Use of credit card by someone (including a student) other than approved employee
· Paying for purchase with personal funds due to credit card being denied
· Personal Charge(s)
· Charge for Occupancy or Sales tax (even if credit or payment is received)
· Purchase of an item from the Prohibited Items List (Exhibit A)
· Fraud (Permanent loss of credit card privileges and/or possible termination)

Personal Financial Obligation
NOTE: All credit card privileges will be on suspended until any personal financial obligation has been paid. If it is determined that an employee has a personal financial obligation due to an unapproved transactions and/or lost receipts, Financial Services will notify the employee by email with the following two options available to resolve the obligation:
1. Cash Option - Employee may bring cash (no checks) to the Financial Services office within three (3) business days of the email notification.
2. Payroll Deduction Option - Employee may notify Purchasing to use the option of payroll deduction. If Financial Services does not receive notification to use payroll deduction and has not received the cash payment within three (3) business days of the email notification, the payroll deduction will be done automatically.
[bookmark: _Toc207011685]Section 11: Frequently Asked Questions
[bookmark: _Toc207011686]Is Duncanville ISD tax exempt?
Yes, but only for sales tax in the State of Texas. We pay city and other miscellaneous taxes in the State of Texas and all taxes outside the State of Texas. (See Section 5 for additional information.)
[bookmark: _Toc207011687]What can I purchase with a Credit Card?
The Travel credit card may be used to pay for approved travel expenses (hotel and hotel parking) as listed on the approved Purchase Order. It may also be used for Student per diem if appropriate.
The Retail credit card may only be used to pay for purchases from vendors listed on the District Approved Retail Vendors List (Exhibit B). Store credit cards may only be used at the issuing store.

What do I do if a vendor will not accept a Purchase Order and they are not on the District Approved Retail Vendors List (Exhibit B)?
Please contact Purchasing for assistance if you have a vendor that will not accept a Purchase Order. Do not use the Retail credit card for these purchases.
What do I do if I lose my itemized receipt?
The employee must contact the vendor to see if they can duplicate the itemized receipt. If not, the employee will have a personal financial obligation as outlined in Section 10 of this manual.
What do I do if I am charged sales tax in the State of Texas?
The employee should always review their receipt before leaving the store or hotel so adjustments can be made immediately. It is the employee’s responsibility to contact the vendor and request them to refund the sales tax to the credit card even if it is discovered at a later date. The employee should also notify their Bookkeeper who will then notify Accounts Payable of the expected credit. Under no circumstances should a cash refund or gift card be accepted in place of the credit.
What do I do if I cannot return from travel on time due to extenuating circumstances?
The employee should notify their Bookkeeper of the delay as soon as possible. The Bookkeeper will contact the Purchasing Department to request an increase to the spending limit on the credit card.
What do I do if a charge is declined?
The employee should contact their Bookkeeper for assistance with any declined credit cards. For Retail Credit Card denials, do not pay with personal funds expecting reimbursement. You may have to return to the District without the purchase until the issue can be resolved.

What if I lose a Credit Card?
The employee should report all lost credit cards to their bookkeeper.
Exhibit A: Prohibited Items
Purchase of highlighted items may result in immediate employee disciplinary action and/or termination.

Alcoholic Beverages (Beer, Wine, etc.) Cash Advances
Cell Phone / Telephones (Personal/Business Communication Devices, Services, and Accessories)
Chemicals/Hazardous Materials
Consulting Services (Consultant, Paid Advisor) Dining/Restaurants unless approved for Student Meals Employment Service (Temp Agencies)
Gases, Cylinder (Oxygen)
Gases, Liquefied (Medical Gases)
Gasoline (Fuel)
Gift Cards (Rewards)
Gratuity
Items of a Personal Nature
Leases (Rental of Land, Space, Equipment) Moving Expenses (Relocation Expenses) Personal Services
Pharmaceutical (Drugs)
Professional Services Radioactive Materials
Technology Equipment (hardware and software)
Telephone Services (Internet Services)
Time or Installment Purchases (Splitting of Total Amount)
Tobacco Products (including e-cigarettes)
Used Equipment (Refurbished, Previously Owned)
Weapons
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