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Credit Card Policy

District Credit Cards will be issued to each of the following identified individuals
employed by the District:

1) Superintendent
2) Kimberly High School Principal
3) Kimberly Middle School Principal
4) Kimberly Elementary School Principal
5) Director of Curriculum
6) Director of Maintenance
7) High School Athletic Director

District credit cards are only to be used for authorized school business and can not
be used to circumvent the District=s outlined procedures for purchases. The credit
card, under no circumstances, will be used to secure a Acash advance@.  If
an employee utilizes the District=s credit cards for personal use they will be subject
to discipline, up to and including possible termination from their employment.

The District=s Business Manager is responsible for the maintenance of the credit
card accounts. The Business Manager, in consultation with the District=s
Superintendent, and with notice to the District=s Board of Trustees, will establish the
credit limit for the District=s credit card accounts. No employee of the District shall
contact the credit card issuer in attempt to increase the credit limit of the account.

All purchases made through the use of the District=s credit cards will be reported to
the District=s Business Manager within ten days of the purchase. With the report of
the credit card use, the employee is also to provide all receipts on the purchases
made as well as any applicable purchase order documentation, or the employee will
personally be responsible for the charges which were made to the credit card
account. Additionally, the employee=s privileges to use the District credit card may
be terminated.

Upon receipt of the billing invoice for the District=s card, the Business Manager is
responsible for reconciliation of the account and assurance that the proper
documentation for such purchases has been provided to the Business Manager.

Employees issued District credit cards are responsible for the safekeeping of the
card. If a card is lost it shall immediately be reported to the District=s business
Manager for cancellation and replacement of the account.
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