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The Board views the use of credit cards as a convenient and efficient means of transacting School District
related business. The Board approves the issuance and use of School District credit cards on the terms and
conditions set forth below.

School District credit cards may be issued to the Superintendent of Schools and other School District
employees designated by the Superintendent. The Superintendent is responsible for the issuance,
accounting, monitoring, and retrieval of School District credit cards and for overseeing compliance with
this Policy. The Superintendent shall assure that:

» A School District credit card may be used only by a person to whom the card has been issued by the
Superintendent.

» A credit card may be used only for the purchase of goods or services for the official business of the
School District.

* No purchases for personal purposes or cash advances are permitted.

« An employee of the School District who has been issued a credit card shall submit to the
Superintendent a contemporaneous report detailing the:

1. Goods or services purchased;

2. Date of the purchase;

3. Cost of the purchase;

4. School District related reason for the purchase.

The person to whom a credit card has been issued is responsible for its protection and custody and shall
immediately notify the Superintendent if the credit card is lost or stolen.

A person to whom a credit card has been issued must return the credit card upon the termination of
employment or service in office for the School District.

Internal accounting controls will be developed to monitor credit card use, approval of credit card invoices and
assurance that payment will be timely made. In no event will payment be made later than 60 days from the
initial date of the statement on which the purchase is reflected.

Any unauthorized use of a School District credit card will result in appropriate disciplinary measures being
taken.
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