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1 - Acquiring Approval:
District Credit Cards can only be used for vendors who do not accept Purchase Orders (POs) as a payment
method. In order to use a District Credit Card, you must follow the following steps:

1. Get approval from the Principal/Grant Manager for items to be submitted in a requisition.
2. Verify that the Vendor DOES NOT accept Purchase Orders as a payment method.

a. If they DO accept POs, please acquire a completed W9 and Vendor Voucher Form. Email these
documents to Accountspayable@wahluke.net and request that they be set up as a vendor.

3. Submit a requisition for the items. Please mention in the description that the vendor does not accept
POs as a payment. This will let us know that you have already checked with the vendor.

4. Submit Requisition for approval.
5. Once the requisition has been approved, you will receive an email with a PO Number.
6. Once you have received the PO Number you may now check out the Credit Card to use for the

purchase. You may only check out a District Credit Card for a purchase with a PO number. You should
NEVER use a District Credit Card without an approved PO number.

2 - Credit Card Check Out:
In order for a staff member to check out a District Credit Card, they first need to complete the Request For
Credit Card form. By signing this form, you are agreeing to NOT use the Card for personal purchases. If you
make any purchases that are not recognized by the District as an authorized expense, you are agreeing to
make prompt reimbursement. The person checking out the Credit Card is responsible for the credit card. It
should never be shared with other staff.

In order to check out a District Credit Card, you MUST have an approved Purchase Order. Please follow the
following steps:

1. Verify that the purchase has been approved. Please bring your Purchase Order (PO) with you to the
Business Office.

2. You will be asked for your PO number. If you DO NOT have a PO number, you will NOT be able to
check out the Credit Card.

3. If you DO have a PO number, you will fill out the Check Out Form. This will document that you have
checked out a District Credit Card for use.

4. Once the form is completed, you will be given the Credit Card to complete your purchase.
5. Once the purchase is complete, please bring the Credit Card back to the Business Office within 24hrs

of your return. You will be instructed to fill out the Check Out Form once more. This will document that
the card you checked out has been returned.
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3 - US BANK Reconciliation:
District Secretaries are responsible for the Reconciliation of their Credit Cards. US Bank Statements are ready
to be viewed on the 6th or 8th of every month. US Bank Reconciliation is required to be completed in Treeno
upon 48 hours after receiving the Folders via Treeno. In order to Reconcile your Credit Cards, please follow
the following steps:

1. Please collect ALL Receipts for ALL Purchases after they happen. It is important that Receipts are
collected within 24hrs of return so that the Reconciliation can be completed by the due date.

2. Please let Denise know how many folders you need her to put in Treeno labeled US Bank.Let her know
by emailing her or a phone call. You will receive a Folder for every PO that you have for the month that
you are reconciling for. You may only use one PO number per folder.

3. You will need to upload the following into that folder.
a. US Bank Statement that you are reconciling for.If you happen to use the “TRAVEL 1 or TRAVEL

2” Credit Cards. You will need to contact Denise or Isabel to send you the Statement by email,
the way you attach it to your Folder in Treeno.

b. Legible copies of all receipts for the Purchase Order. Please make sure that the copy includes
the transaction information.

4. Once you upload your documents into your folder you will need to add your PO number in the notes
section and submit. If the Purchase was over $3,500.00, you will need to send the folder to your
Principal/Grant Manager for approval in Treeno.

4 - Other Information:
● A District Credit Card should NOT be used to purchase Tech items coded to 5650 for the following

reasons:
○ Items require prior approval from the Technology Department.
○ Items must use a contracted, approved vendor that has a state or current interlocal agreement

and contract number to satisfy Bid Laws.
○ Items must be entered in the District Inventory System before use.

● All purchasing guidelines should still be followed when using a Credit Card as a form of Payment.
Including being aware of purchasing thresholds, bid laws, correct approvals for the budget code use,
federal funds purchasing requirements, etc.

● Pre-approval travel forms need to be approved by the Superintendent prior to any portion of the travel
being charged on the Credit Card.

● If a Hotel is being booked on a District Credit Card, please reach out to the hotel and request a Credit
Card Authorization Form. This form can then be sent to Accountspayable@wahluke.net for processing.

● The Credit Card has a Single Purchase Transaction Limit of $500. If you are planning on making a
purchase that exceeds this amount, please email Accountspayable@wahluke.net to request an
increase. Include the PO#, the amount and the last 4 digits of the Credit Card you are using.

● If you are traveling out of state, please email Accountspayable@wahluke.net with the travel details.
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