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MONROE PUBLIC SCHOOLS 
FISCAL MANAGEMENT 

BOARD POLICY PROCEDURE P7430 
 

CHARGE CARDS 
A. Purchasing 

1. A building or department that has located merchandise which is not available in other 
area stores at the same or lower price may request a credit card application. The 
application is to be forwarded to the fiscal services department for completion. The fiscal 
services department will make every reasonable effort to enter into a credit card contract 
with the vendor. 

2. Credit cards will be issued in the name of the district and held in the fiscal services 
department for checkout at the time material is to be picked up by a district employee. 

3. Following issuance of a purchase order (for encumbering purposes), a credit card will be 
given to the individual who will be picking up the merchandise. Upon return to the 
district, the credit card, along with supporting receipts for the merchandise and a signed 
receiving copy of the purchase order, is to be returned to the fiscal services department or 
the location secretary/bookkeeper. 

4. Payment to the vendor will be made with the next regular accounts payable cycle 
approved by the board of directors. 

B. Travel 
1. Charge cards for travel related expenditures will be obtained by the fiscal services 

department for board members, administrative personnel and staff members. 
2. Charge cards will be kept in the district office safe with the exception of the 

superintendent’s card which will be kept by the superintendent. 
3. Charge cards will be checked out at the time of travel and may be used for pre-approved 

expenditures. 
4. Upon return to the district, the charge card is to be returned to the fiscal services 

department. Supporting receipts are to be returned to the accounts payable office along 
with a completed travel expense form within ten (10) days. A separate travel expense 
form is to be used for charge card expenditures. 

5. Use of a district credit card for personal purposes, regardless of who pays the charges, 
will be cause for the district to revoke a credit card. 
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