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REQUEST FOR PURCHASING CARD 
School bookkeepers have generic p-cards available for school staff only requiring occasional use.
	Requesting Card For
(employee name as it appears on Payroll)
	Employee 
ID #
	

	 
	
	

	Title/Position
	School/Department

	
	

	Intended Usage

	

	Rationale for Issuance of Purchasing Card

	


Requested by:

____________________________________________________________




Signature of Principal / Department Head


Date
Approved by:

____________________________________________________________



Signature of Chief Financial Officer



Date
1. Cardholder must be a Horry County Schools employee in good standing.

2. Cardholder must:

· Have an on-going need to purchase goods or services from vendors that do not accept purchase orders; or
· Be assigned to make purchases for a department or group of employees on a regular basis; or
· Serve as a functional leader of off-campus, after school or weekend activities for students where the safety and well-being of those students is of primary concern; or
· Serve in facility maintenance where purchase of supplies cannot be easily determined prior to performance of the work.
For approval by Chief Financial Officer, email cgerald@horrycountyschools.net 
5/23/14,  Rev 07/29/21 03/04/2022

