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OBJECTIVE  

To provide procedures to personnel on the use of District procurement cards. 
 

OVERVIEW  
 

Purpose 
 

1. The procurement card program has been established to provide a more efficient, cost- 
effective alternative to make purchases costing less than $2,500; purchases over 
this amount must be bid. The procurement card should reduce the need for petty 
cash accounts. 

 
The procurement card is a special VISA credit card that works similarly to a personal 
credit card, except the charges are billed directly to the District and paid through the 
Finance Office. The procurement card contains the cardholder's name and "Charlotte 
County Public Schools." The phrase "tax exempt" and the District's tax-exempt number 
are also printed on the card. 

 
Using the procurement card will benefit the District, its vendors, and employees. The 
District will save time and money by consolidating paperwork; vendors will receive 
payment more quickly; and end-users will obtain the materials and services they need 
without unnecessary delays. 

 
Employee Obligations 

 

2. District employees who are issued a procurement card are provided the ability to make 
purchases on behalf of their department or unit up to the spending limits imposed by the 
card. Cardholders are expected to make sound business decisions in the best interests of 
the District, perform their duties competently, and comply with the following policies and 
procedures.  The principal or department head, however, retains ultimate responsibility 
for purchases with procurement cards and the administration of the program in his or her 
school or department. 

 
Disciplinary Action 

 

3. Serious violations of procurement card policies may result in disciplinary action. 
Examples of such violations include splitting transactions to avoid the requirements of 
the District's purchasing and procurement card policies, routinely failing to review and 
approve statements, routinely failing to retain receipts, and making inappropriate 
purchases. 
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Limitations on Using the Procurement Card 
 

4. Unauthorized Purchases. Procurement cards are 
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• Purchasing like items on a regular basis which would exceed the spending limit if 
purchased together, unless purchased on a current contract. 

For more information on what constitutes a split transaction and whether items should be 
bid, employees should consult the Procurement department. 

 
Administration of the Card 

 
Cardholder Responsibilities 

 

7. Cardholders have the following responsibilities in procurement card usage and 
appropriate record keeping procedures. 

• Read and abide by these procedures. 
• Always try to obtain the best possible value for the District with the procurement card. 

• Keep the card in a secure location and keep the card number confidential. 
• Exercise caution in sharing account information. 
• Ensure that state sales tax is not charged when making a purchase. The District’s tax-

exempt number is printed on the face of the procurement card. 

• Obtain and keep receipts and maintain detailed information for each card transaction. A 
receipt must be obtained for each purchase or transaction. Receipts are critical to the 
success and integrity of the procurement card program. 

• A monthly transaction log should be updated as orders are placed. This will allow for 
better tracking of expense limits and expedite return of coded statements to Finance 
within one week. 

• Upon receiving the monthly statement in the mail, review the statement for accuracy. 
Sign the statement and forward it and the receipts to the appropriate individual in the 
school or department for verification. 

• Resolve all incorrect charges and product returns with the merchant or vendor as 
quickly as possible. Call the bank immediately if the card is lost or stolen and notify 
the Finance Department. 

Verifier Responsibilities 
 

8. The school or departmental verifier is responsible for verifying receipts with the monthly 
statements and has the following duties. If possible, the verifier should be an employee 
other than the cardholder. 

• Attend the training on procurement cards. 
• Obtain a signed monthly statement and supporting original receipts from each 

cardholder in the verifier’s area of responsibility. 

• Verify the statement by ensuring that receipts are in hand for all transactions listed on 
the cardholder’s monthly statement. Confirm that the receipts are acceptable documents 







6 of 10 

 

 





8 of 10 

 

 

Charlotte County Public Schools Procurement Card Manual 

h. Any noncompliance should be reported to the Program Administrator. 
 

Distributing Charges 
 

19. The charges are distributed in the following manner. 
 

a. The cost center/WBS elements will be charged monthly in arrears following the 
expense verification and distribution actions by the department. 

b. Expenses not distributed by the department before the Finance Department’s 
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a. For a purchase made in person, return the item directly to the vendor and obtain a 
credit receipt. Cash refunds are prohibited. 

b. For a purchase by phone, mail, or fax: 
 

• Contact the vendor for return instructions. 
• Obtain a return reference number from the vendor, e.g., Returned Material 

Authorization (RMA) or credit number. Note: Some vendors may charge a 
restocking or handling fee. 

c. On the paper statement where the original charge appears, note the date of the 
return. Be sure to check subsequent statements to verify that credit was received 
for the returned item. 

d. For refunds to a canceled card, the school or department should request a credit 
memo from the vendor for the amount of the refund. The department must send it 
to the Finance Department to be processed as a refund from the vendor. 

 
Incorrect Charges 

 
• If an item on the monthly statement is incorrect, call the vendor immediately to resolve 

the disputed charge. If the vendor does not resolve the discrepancy within 30 days, email 
a dispute to the Program Administrator, the Director of Finance. The bank will issue a 
temporary credit until the dispute is resolved, usually within 60-90 days. Please address 
the following issues: 

• Be clear and concise. Describe the item you bought and the problem, include serial or 
model numbers, and the name and location of the seller. 

• State exactly what you want done and how long you are willing to wait for a 
response. Be reasonable. 

• Don't write an angry, sarcastic, or threatening letter. The person reading your letter 
probably isn’t responsible for the problem, but may be very helpful in resolving it. 

• Include copies of relevant documents, like receipts, repair orders, and warranties. 
Keep the originals. 

• Provide your name, address, and phone numbers. If an account is involved, be sure to 
include the account number. 

The Program Administrator may want to send your letter by certified mail and request a return 
receipt. You’ll have proof that the company got your letter and who signed for it. 




