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A POLICY STATEMENT OF 
 

THE HANCOCK COUNTY BOARD OF EDUCATION 
New Cumberland, West Virginia 26047 

 
CREDIT CARDS 

 
West Virginia State Board Policy 8200, Purchasing Procedures for Local Education Agencies, provides permission for the 
Hancock County School System to participate in a credit card program that can include purchasing cards, vendor issued 
credit cards, or corporate credit cards for the payment of authorized travel related expenses, and the purchases of 
commodities and services.  
 
The credit cards may be used by individual schools for the purchase of instructional materials and supplies, travel expenses 
incurred by students on authorized student trips, including the accompanying adults having supervisory responsibilities of 
the students, such as coaches, music directors, team sponsors, and chaperones. 
 
Members of the Board of Education and designated employees may have credit cards issued in their name after completing 
and signing an acknowledgement form. Designated employees include the superintendent, the assistant superintendent, and 
directors. 
 
Receipts 

 
An itemized receipt must be obtained for each transaction charged on a card.  The receipt must contain the following specific 
information and meet certain conditions: 

 
(1) Receipts must be itemized and include a description of the items purchased, unit price, 

quantity, and total cost for each item.  Use of generic terms such as “miscellaneous” or 
“various merchandise” is not acceptable. 

 
(2) Receipts must show no balance due or be marked “paid.” 

 
(3) Receipts must be totaled.  

 
(4) Receipts must show that the payment was by credit card. 

 
(5) All receipts should be kept in chronological order by date of purchase 

 
Reconciliations and Reviews 
 
1. Each cardholder is responsible for reconciling his/her statement every month.  The credit card program coordinator is 

responsible for reconciling the master statement. 
 
2. Individual and master statements must be examined carefully for billing errors, debits due to erroneous billings, or 

credits to correct a previously disputed item. 
 
3. Upon completion of reconcilement, the cardholder must forward his/her documentation to the coordinator for review.   
 
4. The coordinator is responsible for reconciling the master statement.  This includes reviewing all transactions to ensure 

that they are legitimate and for official business, and that all required documentation is present. 
 
5. For post-audit purposes, all documentation relating to the card program must be retained for two (2) years from the end 

of the fiscal year in which the transaction was completed. 
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6. Schools must provide copies of the master statement, receipts, and other documentation to the business office for review 
on a quarterly basis. 

 
Vendor Issued Credit Cards 
 
7. Vendor issued credit cards can include cards issued by gasoline companies (such as Exxon) or general merchandise 

outlets (such as Wal-Mart, Sam’s Club, Lowe’s, etc.) 
 
8. Vendor issued credit cards may be issued either in the name of Hancock County Schools without an authorized 

employee’s name printed on the card, or in the name of Hancock County Schools with each individual cardholder’s 
name also printed on the card. 

 
9. A vendor issued credit card can generally be used only for purchases from that particular vendor or related vendors.  

Normally, there are very few restrictions as to the type of merchandise that can be purchased using the card, therefore, 
stringent controls must also be maintained over who has access to the card and the types of purchases that are made. 

 
10. In the cases where a vendor issued card is issued only in the name of the Hancock County Schools, to maintain 

accountability and control, the finance office must maintain a log for each card whereby employees are required to 
sign-out the card each time the card is being used.  

 
11. Employees who are authorized to use a vendor issued credit card must attend a training course specifically designed 

for cardholders, whereby all rules pertaining to card use are discussed in detail, including purchasing policies, ethics, 
and disciplinary action that could result if the card is misused. 

 
12. Employees who are authorized to use a vendor issued credit card must also sign a statement acknowledging that they 

have attended the training session and that they understand and are willing to assume the responsibilities that are 
associated with the card’s use. 

 
13. All purchasing policies must be followed when making purchases using a vendor issued credit card, however purchase 

orders are not required if the card is issued in the name of a designated employee. 
 

Purchasing Cards 
 

The use of a purchasing card as an alternative payment method when making purchases of commodities and services may 
also be used. 

 
Authorized Card Holder: 

 
1. Purchasing cards may be issued only to Hancock County School’s regular, full-time employees; they cannot be 

issued to temporary or part-time employees, contract employees, volunteers, or students. 
 

2. Each card must be issued in the name of an individual cardholder.  Only the employee whose name appears on the 
front of the card is an authorized user of the card. Cards cannot be issued generically in the name of Hancock County 
Schools. 

 
3. Employees to whom purchase cards are issued must attend a training course specifically designed for cardholders, 

whereby all rules pertaining to card use are discussed in detail, including purchasing policies, ethics, and 
disciplinary action that could result if the card is misused. 

 
4. Employees to whom purchase cards are issued must also sign a statement acknowledging that they have attended  
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the training and that they understand and are willing to assume the responsibilities that are associated with the card’s 
use. 
 



5. All applicable purchasing policies must be followed for each transaction, regardless of the method of payment. 
 
6.    Purchase orders are not required for purchases of commodities and services made through the use of the State’s 

purchase card system or other purchase card system which provides the same level of internal accounting controls 
as the State’s system, but all requirements specified in this section of the policy related to the purchase card program 
must followed, including individual transaction limits, monthly transaction limits, and maximum number of 
transactions.  
 

7.    The Finance Director or designee is responsible for administering the purchasing card program.  The responsibilities 
may be delegated to a purchasing card coordinator. 

 
a. For the individual schools, the school principal shall serve as the purchasing card coordinator for his/her 

school and is responsible for administering the purchasing card program at that school. 
 
b. Responsibilities of the coordinators include, but are not limited to, the following: 

 

(1). Monitor and oversee the purchasing card program to ensure that key controls are in place 
to prevent misuse. 

(2). Determine the locations and types of purchases that may be made with each card and 
work with the credit card company to limit the card to those purchases and vendors only. 

(3). Determine the employees who are eligible to obtain a card. 

(4). Ensure the proper completion of applications and cardholder agreements. 

(5). Reconcile master statements. 

(6). Ensure the prompt payment of the master statement. 

(7). Ensure that all cardholders follow all purchasing policies. 

(8). Maintain copies of all cardholder agreement forms. 

(9). Disseminate updated purchasing card information to cardholders. 

(10). Activate purchasing cards. 

(11). Ensure that cards are canceled and destroyed upon a cardholder’s termination or 
separation of employment. 

(12). Determine the following: credit limit, single transaction limit, monthly transaction limit, 
number of daily transactions, and number of monthly transactions. 

(13). Be responsible for all charges appearing on the master statement.   
 

 
Date Adopted:  6/12/17 
Date Amended:   
Date Reviewed: 
 

 
 
The above Policy Statement is an integral part of the Official Policy Manual of this Board of Education as of the date shown adopted. 
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