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Series 3000: Operations, Finance, and Property 

3200 Finance and Borrowing 

3209 Debit/Credit Cards 

The Board approves the use of a debit/credit card (credit card) program for the purchase 
of goods and services on behalf of the District. The Board will determine the type of credit 
card(s) used in the program and will contract with a third-party provider as provided by 
law. The Superintendent or designee is responsible for issuing credit cards to authorized 
users, accounting for and monitoring credit card usage, retrieving credit cards when 
appropriate, and generally overseeing compliance with this Policy. The total combined 
authorized credit limit of all credit cards may not exceed 5% of the District’s budgeted 
expenditures for the applicable fiscal year. 

 Authorized Users 

The Board may assign a credit card to an employee An authorized credit card user 
is responsible for the protection and custody of the credit card and must 
immediately notify the Superintendent or designee if the credit card is lost or stolen. 
A person issued a credit card must return the credit card upon placement on 
administrative leave, disciplinary suspension, or termination of employment or 
service with the District. 

 Authorized Purchases 

An authorized user may use a credit card to charge expenses in connection with 
official District business. 

 

Documentation 

An authorized user must submit to the Superintendent or designee an itemized 
receipt. The itemized receipt must include the name of the business, the date of 
purchase, a description of each item and its purpose, and the price. A non-itemized 
receipt alone is not sufficient. 

 Suspension or Termination of Privileges 

The Superintendent or designee may suspend or terminate the credit card 
privileges of any person who violates this Policy or for any other lawful reason. The 
person must promptly return the credit card to the Superintendent or designee. A 
person who misuses a credit card or violates this Policy may be subject to 
discipline, including discharge and reimbursing the District for any unauthorized 
purchase. 

 Reward Points or Rebates 
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Any reward points, rebates, or other benefits received from a third-party credit card 
company are the District’s property. 

 Purchase Review Procedures 

The Superintendent or designee will conduct an independent review of credit card 
expenses, or a sample of these expenses, on a monthly basis. Any unlawful or 
unauthorized expenditure or other discrepancy will be brought to the credit card 
user’s attention. Upon request, the Superintendent or designee must provide the 
Board with the documentation submitted pursuant to this Policy or a summary of 
that documentation with a description sufficient to give the Board reasonable notice 
of the items purchased. The outstanding balance, including interest, will be paid 
by the District within 60 days after the initial statement date.  

Legal authority: MCL 129.241 et seq.; MCL 380.1254; MCL 750.491 
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