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Purchasing Card Procedures

INTRODUCTION 

The Purchasing Card (P-card) is intended to provide a simple, cost-effective means of 

purchasing low dollar items.  A Purchasing Card is referred as the P-card throughout the 

manual and is a Citi® Bank Credit Card, which can be used for purchases of all non-restricted 

commodities from any supplier that accepts Mastercard as a form of payment. 

These procedures provide basic information related to Edgewood ISD's Purchasing Card 

Program which provides approved procedures for using the EDGEWOOD ISD Purchasing 

Card.  Each cardholder is required to sign the agreement before the card is issued, affirming 

that the cardholder understands the intent of the card, and has read and understands the 

guide, and agrees to follow the policy and procedures.  

Improper or fraudulent use of the Purchasing Card may result in disciplinary action, up to and 

including termination of employment.  The Card Holder must understand that “Edgewood ISD” 

may terminate his/her rights to use the Purchasing Card at any time for any reason.  

CONTACT INFORMATION: 

For Purchasing questions: 

Kim Tocci, CTSBS 
Purchasing 
Office: 210.444.4589
Fax: 210.444.4525 

For Accounts Payable questions: 

Rebecca Alonzo 
Compliance Accountant 
Office: 210.444.4510 
Fax: 210.444.4518 
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THE CARDHOLDER: 
Cardholder means an Edgewood ISD employee who is issued a P-card and agrees to abide 
by these procedures and any additional procedures established by the District.  The 
Cardholder shall utilize the P-card for emergency purchases to facilitate the District's business 
or if the vendor does not accept purchase orders. The Cardholder is responsible for reading 
the procedures and MUST follow the guidelines for purchases, selection of Vendors, security 
of cards and monthly statement reconciliations.  

The only person authorized to use the P-Card is the Director whose department name 
appears on the card. The card is to be used for District business purposes only. The card is 
not intended for personal use. Personal purchases will be considered misappropriation of 
District funds.  The Director is ultimately responsible for the card if they make the decision to 
let an office staff member to use the card. 

The Cardholder is responsible for the security of the card. Guard the Purchasing Card account 
number carefully. It should not be posted in a work area or left in a conspicuous place. It 
should be kept in a secure location. 

PURCHASING AGENT: 
The Purchasing Agent shall be responsible for the administration of the Purchasing Card 
Program. The Purchasing Agent shall determine the positions that will be allowed to be issued 
Purchasing Cards, and the limits to which each is assigned.  

The Purchasing Agent is designated to answer questions, address issues, and oversee the 
administration of the District's Purchasing Card Program. The Purchasing Agent has direct 
access to Edgewood ISD personnel pertaining to the Purchasing Card. All Purchasing Card 
requests must be processed by the Purchasing Agent. 

ACCOUNTABILITY: 
The Cardholder is responsible for all charges made to the purchasing credit card account 
even charges made by their staff members. Staff members MUST have authorization by the 
cardholder to make purchases with the district card.  The purchasing Cardholder is 
responsible for obtaining receipt of purchases. 

The following important details should be reviewed before using the P-card: 

1. A Purchasing Card is issued by Edgewood ISD in the department's name. All
purchases made on the P-Card must be made by the cardholder, on behalf of the
District.  The cardholder is responsible for the security of the P-card and the
transactions made with it.  Failure to follow these guidelines may result in disciplinary
action, up to and including termination.

2. P-cards are distributed through the Purchasing Agent. When a new card is issued,
Edgewood ISD Purchasing Agent will give it directly to the Cardholder. Cards will be
released to the Cardholder only after receipt of a signed Purchasing Card Request and
Cardholder Agreement.
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3. The Cardholder must call the toll free number indicated on the credit card to activate
the P-card before using it. Upon receipt of the card, the Cardholder must sign the back
of the Card immediately and always keep it in a secure place.

4. Usage must not exceed the credit limit assigned to the card in a given month.

5. EDGEWOOD ISD employees do not pay their own monthly P-card bills. The
EDGEWOOD ISD Purchasing Card does not affect the cardholder's credit rating in any
way. The P-card carries corporate, not individual, liability.

6. The cardholder can use the P-card at any Vendor or service provider that accepts
Mastercard. It may be used for in store purchases and for travel purposes. Discretion
should be used in order to protect the P-Card and the card number.

7. The Edgewood Independent School District is a tax-exempt entity and does not pay
sales tax. The Cardholder should be prepared, if requested by a Vendor, to present a
copy of the EDGEWOOD ISD sales tax exemption form when making a purchase. This
form may be accessed on the District's website.

8. The P-card is not intended to avoid or bypass appropriate purchasing or payment
procedures as outlined in Board Policy CH or the Business Department Manual. This
program complements the existing processes available.

9. The P-card can be used by the Cardholder to pay for airline tickets, auto rentals, or
hotel room charges. All travel arrangements shall be made in accordance with district
travel procedures.

PURCHASING CARD CONTROLS: 
Credit Limits  
Limits may vary for each Cardholder and will be established by the Purchasing Agent. 
Changes to the limits on any card is determined by the Purchasing Agent and are limited to 
only cardholders who have positions that allow for such increases.  

Fraudulent Charges found on a Purchasing Card  
If the Cardholder becomes aware of, or in review of their statement, they find that fraudulent 
charges have been made to their card, they are to immediately contact Citi® Bank Customer 
Service at 1-800-248-4553.  After contacting Citi®, notify the Purchasing Agent. Prompt action 
can reduce the District's liability for fraudulent activity.  

Purchasing Card Receipts 
Each Cardholder must obtain an itemized original receipt when using the P-card. It is every 
Cardholder's responsibility to ensure there is an original receipt for each purchase. If a 
purchase is made via mail or telephone, ask the Vendor to include the receipt with the goods 
when shipping the product. Itemized receipts must be attached to each monthly reconciled, 
approved statement that is sent to the accounting department. The credit card charge slip is 
not considered adequate documentation. 
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If the receipt is lost, stolen, or cannot be located, it is the responsibility of the “Purchaser” to 
obtain duplicate copies of the receipts from the vendor. If no supporting receipts are 

provided, the charges become the personal responsibility of the 
“Purchaser” and payment MUST be made to the District within thirty (30) 

working days.  If payment is not received within thirty (30) working days, 
the District has the authority to execute a payroll deduction for the amount 

of the purchase or service. (Added: April 21, 2016) 

If the credit card user was charged a payroll deduction for a lost receipt and the user 
subsequently was able to locate a previously lost receipt then they will be reimbursed on the 
next Accounts Payable scheduled check run cycle. (Added: April 21, 2016) 

Returns, Credits and Disputed Charges  
If there is a problem with a purchased item, or charge, the Cardholder will first attempt to 
resolve the issue directly with the Vendor. All returns shall be reimbursed by credit to the 
Cardholders account. Cash refunds for returns are prohibited. A review of future statements 
is vital to ensure the account is properly credited for returns, credits and disputed charges.  

Returns: If a Cardholder needs to return an item, contact the Vendor and obtain 
instructions for return. Note that some Vendors may charge a 
restocking or handling fee for returns.  

Credits: If the Vendor accepts an item as a return, a credit for this item must 
appear on the following month's credit card statement.  

Dispute Charges: If a Cardholder finds a discrepancy on a monthly statement, the 
Cardholder must contact the Vendor and attempt to resolve the 
problem directly.   For Dispute Transactions call 1-800-248-4553. 

If a Cardholder cannot resolve a disputed item directly with the vendor, the purchasing 
department will place the charge in a "Status of Dispute" and the account may be given a 
provisional credit until receipt of adequate documentation is received from the vendor.  

LOST OR STOLEN CARDS:  
It is the responsibility of the Cardholder to keep the Purchasing Card safe and secure. If a 
card is lost or stolen, immediately call: 

Citi® Bank  
The Commercial Card Support Team 
Telephone: 1-800-248-4553  

After contacting the bank, inform the Purchasing Agent of the incident. Prompt action can 
reduce the District's liability for fraudulent activity.  

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=yhcux8CuAl8nIM&tbnid=AjtjphacYzUVNM:&ved=0CAUQjRw&url=http://diy-home-solar-panels.blogspot.com/2011/08/3-warnings-before-building-solar-panels.html&ei=rhFgUpbOKqfX2QXF8oCQAw&bvm=bv.54176721,d.b2I&psig=AFQjCNFdTDWGrtan8QUJzCHGc05nOqWumQ&ust=1382114005997652
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EMPLOYEE SEPARATION:  
Should a Cardholder terminate employment with Edgewood ISD or transfer between 
departments, the cardholder has the obligation to return the credit card back to the Purchasing 
Department prior to the employee's termination or transfer date. The Purchasing Agent will 
deactivate the credit card.  

USING DISTRICT CONTRACTS AND COMPETITIVE BIDDING PROCEDURES:  
Cardholders should be aware that the procurement card is only a payment mechanism - not 
a purchasing method. Cardholders shall follow the competitive bidding Purchasing 
Procedures. If there is any question pertaining to Purchasing Policies and/or Procedures or if 
the Cardholder needs purchasing related assistance, contact the Purchasing Department 
(210-444-4589) prior to the purchase.  

PURCHASING RULES AND RESPONSIBILITIES: 
Because purchases are made directly by the Cardholder and not by the Purchasing 
Department, certain added responsibilities come with the use of the card.  It is incumbent on 
the Cardholder to insure that the purchases are being rendered within the established 
Purchasing Procedures.  

Cardholders should use the following parameters when making purchases: 

1. Determine if the transaction is an acceptable use of the card and if it is within the
Cardholder's spending limit.

2. Before making a purchase, cardholders should attempt to make purchases from
vendor’s that hold District-Wide Contracts. Purchases from these vendors 
 must be made through the normal Purchase Order process. Cardholders 
should contact the Purchasing Department if there is a question as to the 
status of a District Contract or if the Cardholder needs assistance in 

identifying a District Contract vendor.  

3. If there is any question pertaining to Purchasing policies and/or procedures or if the 
Cardholder needs purchasing related assistance, the cardholder should contract the 
Purchasing Department (444-4589), prior to the purchase.

4. Acceptable and Unacceptable purchases. These examples are for illustration only.

Examples of Acceptable Purchases 

 Art Supplies

 Auto Parts

 Books

 Classroom Materials

 Janitorial Supplies

 Medical Supplies

 Office Supplies

 Postage Stamps

 Safety Supplies

 Tools/Hardware

 Video

https://images.search.yahoo.com/images/view;_ylt=AwrB8p827ehTVQUAMRWJzbkF;_ylu=X3oDMTIyNXAyaWExBHNlYwNzcgRzbGsDaW1nBG9pZAM2MWYzMzU3OGM5OTYxNzFjYzRjZjQwOGM5MzFhMjY1YwRncG9zAzcEaXQDYmluZw--?back=https://images.search.yahoo.com/yhs/search?p%3Dimportant%26type%3Ddsites0101_ag87_https%26fr2%3Dpiv-web%26hsimp%3Dyhs-fullyhosted_003%26hspart%3Diry%26tab%3Dorganic%26ri%3D7&w=364&h=330&imgurl=globaltoynews.typepad.com/.a/6a0133ec87bd6d970b016764b83d29970b-500wi&rurl=http://www.globaltoynews.com/2012/04/important-new-law-helps-start-ups-raise-capital-more-easily.html&size=69.8KB&name=<b>Important</b>!+New+Law+Makes+it+Easier+to+Raise+Capital&p=important&oid=61f33578c996171cc4cf408c931a265c&fr2=piv-web&fr=&tt=<b>Important</b>!+New+Law+Makes+it+Easier+to+Raise+Capital&b=0&ni=21&no=7&ts=&tab=organic&sigr=1352qsomh&sigb=14jjlfir5&sigi=125uicc2q&sigt=11qbhdfp1&sign=11qbhdfp1&.crumb=sJON3A0dz8c&type=dsites0101_ag87_https&fr2=piv-web&hsimp=yhs-fullyhosted_003&hspart=iry
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Examples of Unacceptable Purchases 

 Furniture

 Capital Items - any single item with a per unit cost over $1,500

 Computer Hardware or Software

 Tires

DECLINED PURCHASES: 
Some vendor types have been blocked from usage with this purchasing card.  If the card is 
presented to any of these merchants, the transaction will be declined.  If a transaction is 
declined, submit your request to the Purchasing Agent to find out why the transaction was 
declined and if possible to open up the card for that transaction to process. 

MONTHLY STATEMENT RECONCILIATIONS AND APPROVAL:  
The cardholder or designee, upon receiving the monthly billing statement from Citi® 
Mastercard, must reconcile items to be sure that amounts charged on the original invoices, 
sales slips, or receipts match the monthly statement. These receipts will be each Cardholder's 
documentation for the monthly P-card charges.  

When using the Citi® Mastercard, you are REQUIRED to get a 
Purchase Order approved prior to using the credit card for any 
type of purchase. 

Cardholder who DOES NOT FOLLOW the guidelines and procedures for 

using the credit card will have their credit card deactivated or terminated. 

GUIDELINES ARE AS FOLLOWS: 

1. Log into the Citi® Bank Commercial Cards website utilizing the following link:
https://home.cards.citidirect.com/CommercialCard/Cards.html?classic=2 and print or
save your billing statement.  Bank statements can be printed online on the 1st of each
month for the transactions posted the previous month.

2. Reconcile all original invoices, sales slips, or receipts, which are given to the buyer,
arrive with the shipment, or are mailed to the shipping address.  All receipts must
include a descriptive itemization listing items purchased, quantities, prices, and
vendors' names.

3. Reconcile the electronic billing statement received from Citi® Bank website and ensure
all charges are accurate and allocated to the correct purchase order.

https://home.cards.citidirect.com/CommercialCard/Cards.html?classic=2
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=yhcux8CuAl8nIM&tbnid=AjtjphacYzUVNM:&ved=0CAUQjRw&url=http://diy-home-solar-panels.blogspot.com/2011/08/3-warnings-before-building-solar-panels.html&ei=rhFgUpbOKqfX2QXF8oCQAw&bvm=bv.54176721,d.b2I&psig=AFQjCNFdTDWGrtan8QUJzCHGc05nOqWumQ&ust=1382114005997652
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4. Attach original receipts saved from the time of purchase to the reconciled, printed
statement.

5. Monthly billing statements from Citi® Bank need to be reviewed by the Cardholder for
accuracy and validity of the expenditures and to confirm that all receipts are retained
by the Cardholder. Once the Cardholder has completed the review and if there are no
disputes, Cardholder must sign the bank statement validating his/her approval.

6. BOTH the receipts and the monthly billing statement from Citi® Bank should be kept
together in a file by the designated department for future audits.

7. Receipts submitted without a valid purchase order will require a VALIDATION MEMO.
The validation memo does require the signature of the Chief Financial Officer.

8. Have the Cardholder sign and date the Purchasing Card Bank Reconciliation
Report then scan the complete package in Laserfiche within five (5) working days of
the billing month. The complete package MUST include:

 bank statement

 receipts

 bank reconciliation report

9. You are required to submit bank
statements, receipts, and bank
reconciliation reports on a MONTHLY
BASIS.

Failure to turn in bank reconciliation 
reports may result in deactivation of the 
credit card. 

The Purchasing Card Bank Reconciliation 
Report is accessible through the District’s 
website by navigating through Departments  
Purchasing  District Resources.  Log in is 
required. 

LOST, STOLEN, OR MISPLACED RECEIPTS: 
If the receipt is lost, stolen, or cannot be located, it is the responsibility of the Purchaser to 
obtain duplicate copies of the receipts from the vendor. If no supporting receipts are provided, 
the charges become the personal responsibility of the Purchaser and payment is due to the 
District within thirty (30) days.  If payment is not received within thirty (30) days, the District 
has the authority to execute a payroll deduction for the amount of the purchase or service. 
Revised April 21, 2016 
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PROCEDURES FOR ACCESSING YOUR BANK STATEMENT: 
To access your account through Citi® Bank log on by clicking on: 
https://home.cards.citidirect.com/CommercialCard/Cards.html?classic=2 

The screen will prompt you to enter your User ID and Password then click Log on 

NOTE:  The system may/may not prompt you to enter additional security information 
to help protect your log on account from fraudulent use.  You may need to answer one 
to three security questions as part of the login process to help verify your identity.  

1. Once logged on, click on Statements

2. Click on the appropriate PDF file (statement) to view or print your bank statement

3. Click on LOG OFF to exit the website.  For security reasons, please ensure you are
completely LOGGED OFF the website

Monthly bank statements are available online on the 1st of each month for the transaction(s) 
posted the previous month.  Any disputes should be resolved between the supervisor and the 
Cardholder. If no resolution can be reached notify the Purchasing Agent for assistance.  

ACCOUNTS PAYABLE DEPARTMENT RESPONSIBILITIES: 
The Accounts Payable Department staff is responsible for receiving through Laserfiche the 
monthly bank statements submitted by the Cardholders.  Monthly bank statements must also 
include the reconciliation report of the monthly expenditures and receipts.   

NOTE: The accounts payable department staff will post monthly expenditures 
against departmental budgets and charged to the applicable account number for 
each respective department. 

Bank statements will be reviewed for accuracy and validity to ensure purchase orders were 
approved prior to the charges and are acceptable according to purchasing policies and 
procedures.  Accounts payable will confirm both the monthly billing statement and 
reconciliation report is signed by the Cardholder. 

DOCUMENTATION AND RECORD KEEPING: 
Cardholders must retain original receipts, order forms, detailed sales slips, and receiving 
documents for all transactions in their files. P-card documentation is subject to audit; therefore 
it must be maintained and easily accessible. The audits are conducted annually by the 
District’s external auditors. 

Cardholders are responsible for obtaining all documentation necessary to support the 
business purpose of the purchase.  

https://home.cards.citidirect.com/CommercialCard/Cards.html?classic=2
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All Procurement Card purchases must be supported by at least one of the following items: 

 The actual sales slip

 The cash register receipt

 A copy of the order form

 A supplier/merchant statement

 Online orders ARE NOT PERMISSIBLE with the exception of airline tickets, taxi or
shuttle service, and hotel reservations.  All other type of online purchases is against the
procedures and guidelines of the district credit card.
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SIGN HERE 

The Edgewood Independent School District is pleased to present you with this Purchasing Card.  It 
represents trust in you and your empowerment as a responsible Cardholder. 

1. As an authorized cardholder, I agree to comply with the terms and conditions of this Agreement including
the provisions of the Purchasing Card Procedures and Purchasing Policies.

2. I have read and confirm the Purchasing Card Procedures and understand its terms and conditions.

3. I understand that “Edgewood ISD” is liable to Citi® Bank for all charges I make on the Purchasing
Card.

4. I agree to use the Purchasing Card for authorized official business purchases only and agree not to charge
personal purchases.  I authorize “Edgewood  ISD” whatever steps are necessary to collect an amount equal
to the total of the improper purchases, including but not limited to declaring such purchases an advance on
my wages to the extent allowed by law.

5. I agree to notify each Purchaser must obtain an itemized original receipt when using the P-card. I
also understand that it is the Cardholder's responsibility to ensure the purchaser receives an
original receipt for each purchase.

6. If the credit card user was charged a payroll deduction for a lost receipt and the user subsequently was able
to locate a previously lost receipt then they will be reimbursed on the next Accounts Payable scheduled
check run cycle.

7. I agree to notify the Purchasing Agent if my name or contact information changes.
8. If the Purchasing Card is lost or stolen, I will immediately notify Citi® Bank at 1-800-248-4553.  I will also

notify the Purchasing Agent immediately by email of the incident.
9. I understand that improper or fraudulent use of the Purchasing Card may result in disciplinary action, up to

and including termination of my employment.  I further understand that “EISD” may terminate my right to
use the Purchasing Card at any time for any reason.

10. I agree to surrender the Purchasing Card immediately upon request or upon termination of employment for
any reason.

Agreement is renewed every year in September and VALID for one year from 
September 1st to August 31st

By signing below, I (Cardholder) hereby acknowledge receipt of an “Edgewood ISD” 
Purchasing Card.  The Purchasing Card, a MasterCard issued by Citi® Bank, will only be used 
to acquire materials and supplies for “Edgewood ISD” purposes only.  I (Cardholder) agrees 
to be bound and accept to comply with the terms and conditions set forth in this Agreement 
to my use of the Purchasing Card and that the signature below will serve as authorization for 
any transaction in connection with this card. 

Date: 
Authorized Purchasing Cardholder Signature 

Print Name: Employee 
ID: 

Department: Telephone: 

Submit completed form to Kim Tocci, Purchasing at 
Kim.Tocci@eisd.net 

EDGEWOOD INDEPENDENT SCHOOL DISTRICT 
Purchasing Card Agreement 

mailto:gnino@eisd.net

