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Business Expense (Bank Card) Claim
Purpose of Credit Cards -

1.  The bank credit card is intended to be used only for:

a Payment for approved meal, lodging, and/or travel expenses;

b Payment for seminar or conference fees;

c Purchase of supplies not to exceed $1,000;

d.  Payment of small contract services, not to exceed $200; and

e.  Payment of admission fees.

f. Payments related to SPSS programs.

The bank credit card is not intended to be used for:

a. Purchases of equipment like items. Those having a useful life of greater than 1 year.
b. Purchases that could otherwise be obtained via the Purchase Order process.

Issuance Guidelines

Bank credit cards will be issued to department directors or others at the discretion of the
superintendent.

Responsibility
1. Any director or employee using the card shall be responsible for:

a.  Payment for any unauthorized purchases; and
b.  Reporting immediately to the business office the loss or theft of a card.

Limitations

1.  Each director may set the maximum for any single purchase incident for cards issued to
him/her which are below the limits set in paragraph 1.1.
2. The bank cards may not be used for personal purchases.

Procedures

1. Any director or employee using the credit card to make purchases shall sign the charge slip
with his/her personal signature. Each customer copy shall be promptly filed with the director
of business services or his/her designee.

2. Each director or his/her designee shall be responsible for authorizing payment for credit card
transactions each month as follows:
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a.  The requisition and copies of all charge slips listed on the billing statement shall be
submitted to the business office within ten calendar days of receiving the billing from
the business office or vendor. Prompt payment will be made by the business office to
avoid finance charges.

VI. Exceptions

Exceptions to these provisions may be granted only by the superintendent.
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