WESTWOOD ISD

REQUEST FOR CREDIT CARD USE
Must be submitted 48 hours prior to the date of the purchase.
This form is not necessary for travel requests requiring a District credit card.

The acceptable use of the credit card shall be for business purposes only. Credit card purchases must be pre-
authorized with a valid Purchase Order or approved Activity Account Purchase Request.

When a card is used for “emergency purposes”, itis required that the user clearly document the situation that
justified the need for the credit card use and attach it to the receipt. All purchases require itemized receipts

to be returned with the Purchase Order/Approved Activity Account Purchase Request.

District credit cards shall not be used for personal expenses.

REQUESTOR INFORMATION:

Date of Request:

Name of Person Checking Out/Using the Card:

Campus / Department:

Date of Card Use:

Vendor Name:

Purpose:

Purchase Order # / Activity Account (Required):

Approved by:

Signature of Principal or Director Date

Business Manager Approval:

Business Manager Date
Checked out by:
Employee Signature Date
BUSINESS OFFICE USE ONLY
Card #: Checked In:

Date: Time: Initials:




