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Campus / District Credit Cards 
 

An approved Purchase Order must be in place prior to any staff member checking out a campus 

/ district credit card.  Only authorized signers listed on the PO are allowed to use the cards.  If 

specific items cannot be detailed on the purchase order, the activity/event(s) for which the items 

are being purchased must be specified, including dates, etc. so the receipts can be matched with 

the purchase order when approved for payment. 

 

If under $50, a Pre-Approval for Use of Campus/District Credit Card Not to Exceed $50 form can 

be used if necessary and must be approved and presented by the staff member checking out the 

campus/district credit card, including details of the specific items to be purchased and for what 

activity/event and date.  This form must also include an explanation as to why a purchase order 

was not done. 

 

The card holder will check out the cards to staff using a Credit Card Record of Use Form to be 

kept by fiscal year.  Cards are not to be checked out over the weekend or during school holidays, 

as they could easily be misplaced. 

 

Cards are to be returned to the card holder the same day or first thing the next morning, along 

with the original receipt signed by the person making the purchase, including the PO number. 

 

The campus/department bookkeeper attaches the original receipt to the PO “OK to Pay” and 

gets signature and date of approval of the specific items purchased if not specified on the PO.  

For partial PO payments, a PO Partial Payment Tracking Form should be used and attached to a 

copy of the PO. 

 

If under $50, campus/department bookkeeper attaches the original receipt to the Pre-Approval 

for Use of Campus/District Credit Card and attaches them to a Payment Voucher.  Only one 

receipt should be attached to each payment voucher to enable Accounts Payable to match each 

receipt with the vendor statements. 

 

Accounts Payable verifies all receipts are received and reconciled to the monthly statements for 

payment.  Missing receipts cause delays in the payment process and could result in cards being 

suspended for use by the vendor.  If Accounts Payable has to request missing receipts three (3) 

times, the campus/department can lose the privilege of using the card for the remainder of 

the school year.  If a missing receipt must be obtained from HEB, there is a $5.00 charge for the 

copy which is added to the purchase expense.  In addition, the principal’s Campus Activity 

account (or department budget if there are no activity funds) will be charged for the amount of the 

missing receipts.  The principal/director has the discretion to hold the person who checked 

out the card on that date and did not turn in a receipt responsible for reimbursing PISD for 

these charges. 

 

It is the responsibility of each staff member that has an open PO to keep track of the PO balance.  

Any purchases over the amount of the PO are not authorized and the person making the 

purchase could be held personally responsibility for the charges. 

 
 

The campus/department bookkeeper is responsible for the safekeeping of these cards provided 

to each campus/department.  Be sure to use the correct vendor for the credit card being used. 

 

 HEB (Vendor 10245) 

 Home Depot 

 Office Depot (Vendor 43363) 

 Sam’s Club 
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Accounts Payable is responsible for the safekeeping of these credit cards provided to the district. 

 

 Barnes & Noble Inc. (Vendor 07875) 

 Hobby Lobby Stores (Vendor 28852) 

 Wal-Mart (Vendor 65000) 

 

Changes needed to these credit cards should be directed to 

 

 Dorothy Wright for HEB Courtesy Cards 

 Cheryl Smith for all other district credit cards 


