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Establishment of Purchasing Card Purchases 

 
The District is authorized to establish a purchasing card to supplement the ordering of supplies 
of a nominal value. The purpose of the purchasing card is to provide flexibility, convenience and 
security with small purchases while conducting District business. 
 
The District has used various methods to accomplish the purchase of goods and services. These 
methods, such as purchase orders, have proven to be costly when purchasing small dollar items, 
and occasionally merchants may require payments in advance. To promote vendor acceptance 
and operational efficiency, the District may initiate a purchasing card program. 
 
Purchase transactions using the purchasing card shall not supersede or conflict with the 
purchasing policies that have been established by the District. 
 
Use of the card is not intended to replace effective procurement planning which enables volume 
discounts. 
 
The District shall establish procedures for the usage of purchasing cards. 
 
A number of unique controls shall be developed for the purchasing card program that does not 
exist in a traditional credit card environment. Usage shall be limited by transaction amount and 
total monthly expenditure amount. Type of merchandise allowed for purchase, restrictions of 
persons authorized to receive the cards, and other procedures may be set at the determination of 
the Superintendent or his/her designee. 
 


