
Procurement Card 

The procurement card program has been developed to streamline the purchasing and payment process for 
the departments and schools.  Use of the card is governed by this policy.  Abuse of the card or failure to 
follow the procedures outlined in this policy will result in revocation of card privileges. 

  
Department heads have been assigned a physical card with their name on it. Control of these cards and the 
account numbers is the responsibility of the department head. The P-card must always be treated with the 
greatest care.  Cardholders are expected to keep the P-card in a secure location and guard the P-card 
account number carefully. 
 

General Guidelines 
 

 P-cards are to be used for school or District purchases only.   

 No personal use of the P-card is allowed.  NO EXCEPTIONS!  

 Before making any purchase using the P-card, ensure that it is the appropriate payment method for 
that purchase.   

 Each card will have a profile established that will verify the appropriateness of each purchase 
made at the time of purchase.   

 Cash advances are not authorized and are not permitted with the P-card. 

 Procurement Cards may not be used for a purchase that exceeds $2,500.  Under certain 
circumstances and for legitimate reasons, the Single Transaction Limit may be temporarily raised 
for a transaction that exceeds the $2,500 limit, provided it is acceptable under D5 procurement 
policy.  The monthly spending limit will be set at $5,000 per card, or as determined by the Director 
of Finance and/or the Director of Procurement. 

 Splitting a single transaction into multiple transactions to avoid the prescribed spending limits is 
specifically forbidden and could result in disciplinary action.  

 No entertainment expenses may be charged to the P-card, with the exception of student field 
trips (e.g., movies, plays, theme parks, etc.). 

 Food purchases must be limited and must be of a business nature (i.e. community meetings, 
business meetings, etc).  Meals for individuals should not be purchased.  

 The P-card number should not be included on any fax communications or unsecured Internet 
websites.  Items to be purchased should be stocked by the vendor.   Back orders and partial 
shipments are not authorized. 

 Lost or stolen cards must be reported within 24 hours by notifying Bank of America using the 
customer service number (1-888-449-2273) or the District’s Director of Procurement at (864) 949-
7628.  During normal business hours, contact the District’s Director of Procurement.  Outside of 
normal business hours, contact Bank of America then notify the Director of Procurement on the 
next business day. 

 
 
 

 

Cardholder Responsibilities  

   



 Use the P-card only for approved, School District purchases.  NEVER allow the P-card to be used 
for any personal purchases with the intent of reimbursing the district. 

 The Department Head is responsible for the use of the P-card.  They must be certain that any 
persons entrusted with the P-Card fully understand the procedures; that cards are properly 
secured; and that purchases are made within budgetary limits. 

 Use the P-card only for purchases for the school or department to which the card is assigned, 
unless otherwise instructed by District Five leadership. 

 When returning or exchanging items purchased with the P-card, the cardholder must not receive 
cash back.  Any credit balance after a return or exchange must be applied to the P-card account. 

 Any employee who is issued a P-card must return the card upon leaving the employment of the 
District. 

 Files shall be maintained in each department for the Procurement Card(s). The Procurement Card 
Log, sales slips/receipts, and invoices supporting card activity must be maintained, compiled, and 
sent to the Finance Department at the end of each month.  

 A detailed sales slip/invoice is required for all Procurement Card transactions.  A detailed receipt 
will include a description for each item purchase (the credit slip with only the total amount of 
purchase is not considered a detailed receipt).  If an original sales slip or invoice is not available, 
the District is not liable.  If an original receipt is not available upon reconciliation of the monthly 
charges, personal payment could be required. 

 
 
 
 
 

 Purchase Approval and Card Use  

 
Use of the P-card will be monitored and controlled by the department head. 

 
The process followed for use of a P-Card will be: 
1. Upon authorization from the department head via a Procurement Card Authorization Form (p. 5), 

the requestor will obtain the P-card and will sign it out using the Procurement Card Use Log (p. 6).   
2. The administrator and/or bookkeeper will indicate the appropriate account(s) to which to charge the 

purchase and verify that funds are available for the purchase. 
3. The requestor then makes the purchase and charges payment to the P-card. 
4. The requestor then submits the P-card and transaction receipts to the bookkeeper and signs the 

Procurement Card Use Log indicating the date/time the card was returned.  IMPORTANT: Failure 
to provide detailed transaction receipts may result in the loss of P-card privileges for the user and 
personal payment will be required. 

5. The bookkeeper/secretary will allocate/reconcile the P-card transactions in the WORKS program 
when the purchase posts to the electronic statement. 

 
 
 
 
 
 
 
 
 
  
 



Frequently Asked Questions 

 
What if my P-card is declined? 
Contact the Director of Procurement and explain the situation.  If the purchase is appropriate, Bank of 
America will be notified, and hopefully the transaction will be authorized. 
 
What if I need to increase my spending limits? 
If you need to make a purchase that exceeds your spending limits, contact the Director of Procurement 
(864-949-7628) to discuss the possibility of having the transaction authorized and/or the spending limit 
increased.  Proper procurement procedures will be observed regarding the spending thresholds, regardless 
of the use of the P-card.  
 
What if I have a disputed charge? 
Contact the Director of Procurement or the Director of Finance.  
 
Will the P-card affect my personal credit history? 
No.  Your personal credit history is not checked or affected by your P-card use.  District Five Schools is 
solely responsible for payment of all P-card charges. 



Appendix 

The following pages contain the various forms that will be required in the use and administration of 
the Purchasing Card program in District Five Schools.  These forms are included here so that 
accurate copies are documented.  The forms may be photocopied as required. 

Procurement Card Authorization Form  

An Authorization for Purchase must be completed for any purchase using a district P-card. The 
form must be completed before the purchase is made. 

Directions for using form 

 Department:  Enter the name of the department whose P-card is being used and for which 
the purchase is being made and the authorized vendor. 

 Authorized User:  Enter the name of the person making this purchase. 

 Purchase not to Exceed:  Enter the maximum amount authorized for this purchase. 

 Authorized Signature:  The signature of the superintendent who is authorizing this 
purchase and date the purchase is authorized. 

Procurement Card Use Log  

Each department head will ensure that the Procurement Card Use Log will be maintained for all 
purchases made with the assigned P-card.   

Directions for using the Log 
When the P-card is checked out, the following information should be noted in the Log: 

 Date Out: the date the P-card is given to an authorized user. 

 Time Out: the time of day the P-card is given to an authorized user. 

 User Signature: the authorized user must sign the log accepting responsibility for the P-
Card. 

 Vendor: the name of the vendor from which the purchase is authorized. 
 
After the purchase is complete, the following information should be entered into the Log: 

 Date In:  Date the card and receipts are turned in. 

 Time In:  Time the card and receipts are turned in. 

 Amount: the total amount charged to the P-card for the purchase. 

 Reason for the Purchase. 

 GL Account Number to be charged. 
 

Cardholder Agreement 

All individuals who are issued a card, or who accept responsibility for a card, must attend 
Procurement Card Training, must accept terms put forth by the District, and must sign and return 
the agreement form prior to receiving a P-card. 
 
 



 

 
SPARTANBURG COUNTY SCHOOL DISTRICT FIVE 

         AUTHORIZATION FORM FOR PROCUREMENT CARD 

 
 
 
 

AUTHORIZATION IS GIVEN TO:        

 

FOR USE PROCUREMENT CARD NUMBER (LAST 4 DIGITS ONLY)    

 

EXPIRATION:     FOR AN AMOUNT UP TO $     

 

AT        . 
                                                              (VENDOR) 

 
 
 

      
DEPARTMENT/SCHOOL 

 
      
AUTHORIZED SIGNATURE 

 
      
DATE 
 
 

Purpose of Purchase: 

 

Account Number(s) to be Charged 

 

 

_______-_______-_______-_______-_______ 

 

_______-_______-_______-_______-_______ 

 

_______-_______-_______-_______-_______ 

 

 
 
 
 
 
 
 
 
 
 
 
 

ATTACH RECEIPT HERE 

 



 

 


