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CREDIT CARD POLICY 

 I.                PURPOSE 

The purpose of this policy is to identify guidelines for the use of school district credit 

cards.   
II.  GENERAL STATEMENT OF POLICY 

 

A. The school board recognizes the need for designated school district personnel to 

make purchases on an “as needed” basis using school district credit cards in 

accordance with applicable provisions of law.  

 

B. The use of school district credit cards does not authorize a new form of debt for 

the school district. 
 

 

III.  USES 

 

A. School district credit cards may be used for legitimate school district purchases 

only. School district credit cards may be used for travel expenses, orders placed 

over the phone or Internet purchases, purchases from vendors with which the 

school district cannot maintain an open account, and for purchases where a time 

constraint exists. 

 

B. The school board authorizes the superintendent to issue credit cards and assign 

individual credit card limits to school employees under the following 

conditions: 

 

1. Major credit cards (i.e. MasterCard, VISA) may only be issued to the 

superintendent, site principals, and director of finance. 

 

2. Gas credit cards (i.e. BP) will only be issued to employees that are 

traveling farther than 100 miles in a school vehicle. 

 

3. Club store cards (i.e. Sam’s Club) will only be issued to employees 

making a purchase for a specifically identified preapproved function or 

purpose.  

 

 



C. The superintendent shall maintain a current list of authorized school district credit 

card users. This list must be available in the District office.  

 

D. Each authorized user is responsible for the proper use and safekeeping of School 

District credit cards. Upon termination of his or her employment with the District, 

the authorized user must immediately surrender the credit card to the superintendent 

or to the superintendent’s designee. 
 
 
IV.  RESTRICTIONS 

 

A. Spending limits from all district credit cards shall be cumulative. The cumulative   

total of all credit card expenditures shall not exceed the credit limit set by the school 

board except as described.  

 

B. The school board establishes a credit limit o f  n o  m o r e  t h an  $ 1 5 , 0 0 0  p e r school 

district business card and $23,800.00 per gas credit card, not to exceed 

$100,000.00 cumulatively. A limit increase must be applied for in writing and 

must be preapproved by the superintendent. 

 

C. Credit card use is only for purchases made on behalf of the school district. Under no 

circumstances will a school district credit card be used to make personal purchases. 

All school district credit card users will be held personally liable for unauthorized 

purchases. All transactions that appear to be unauthorized purchases will be 

investigated. During this investigation, the individual’s use of the card will be 

temporarily suspended. Any individual found to have engaged in unauthorized use 

of a district credit card will be held personally liable for the purchase or purchases. 

 

 

V. SUPPORTING DOCUMENTATION AND PAYMENT 

 

A. In accordance with Minnesota State Statute 471.38, all purchases listed on the 

school district credit card statement must have the applicable invoices and receipts 

to support the items for payment. Invoices and receipts must include the name of the 

vendor or entity from which the goods or services were purchased, the date, and the 

amount of the transaction.  Lack of or insufficient documentation from the vendor 

will result in a denial of the claim, making the employee who made the purchase 

personally liable for those charges.  

 

B. Credit card purchases will be paid monthly under the same process as other 

disbursements and in accordance with cardholder agreements so as not to incur 

penalties and/or late fees. 
 
 
VI.  LOST OR STOLEN CREDIT CARDS 
 

School district credit cards are the property of Independent School District 294 and 

should be secured. Lost or stolen credit cards must be reported to the school district 



business office immediately so that the card can be deactivated. The director of finance is 

responsible for reporting the loss or theft of a school district credit card to the credit card 

company. The director of finance will work with the company to cancel the account and to 

establish a new account. If the business office cannot be reached, the authorized credit card 

user shall immediately take steps to report the lost or stolen card to the credit card 

company. 
 

 

Legal References: Minn. Stat.§ 123B.02 (General Powers of independent School Districts) 

Minn. Stat. § 471.38 (Claims) 


