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Greenbrier School District Purchasing Card Handbook

We hope you find our Purchasing Card (P-CARD) program to be helpful in conducting purchases for the District. The P-Card simplifies the purchasing process and reduces overall costs by reducing the number of purchase requisitions, purchase orders, and other cumbersome forms of purchasing activity. 
Please read this handbook in its entirety. The handbook provides information regarding the P-Card process. Please do not hesitate to contact the Administration Office for any questions regarding this program. 

LOST OR STOLEN CARD

PRINCIPALS OR DIRECTORS:

TO REPORT A LOST OR STOLEN CARD
IMMEDIATELY CALL ARVEST BANK AT
1-800-356-8085
Inform them this is a “Purchasing Card”
NOTE: After contacting Arvest Bank, contact Greenbrier Administration at 501-679-8200
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Greenbrier School District has entered into an agreement with Arvest Bank to provide qualified employees with a Visa Purchasing Card. 

· A Purchasing Card is a credit card that enables employees to purchase authorized goods and services on behalf of the District. The Purchasing Card works like any other credit card. However, the differences are as follows: 
1. Cardholders may have online access to real-time transaction information.
2. The Coordinators of the Program can make real-time changes such as, increase limits, close cards, as well as, review authorizations and declines. 
3. Additional information about the transaction may be available. For example, what was actually purchased at Walmart.
· Purchasing Cards can be used anywhere VISA is accepted, except for unauthorized Vendors that have been specifically blocked from use by the District. Any Vendor from whom you currently purchase goods should be considered a potential Vendor of the Purchasing Card. 
· The School Finance Officer, with the appropriate approving authority, may request cards for employees responsible for purchasing goods and services by completing a Purchasing Card Request Form (Attachment 1). Dollar limits for purchases will be set on this form. Cardholder’s will be required to sign the Cardholder Agreement (Attachment 3) 
· Automatic restrictions may be setup on individual cards.
· The Purchasing Cards are NOT for personal use or unauthorized purchases. 
· All Purchasing Cards are issued through the District Administration office. 
· Card usage will be audited and may be rescinded at any time. The Authorized Cardholder is the only person who may use the Purchasing Card. After completion of a training session with the School Finance Officer, you will receive permission to use a card. 
· Recordkeeping is essential to ensure success of this program. Standard payment policies require retention of receipts, and other documentation. As with any credit card, you must retain itemized sales slips, cash register receipts, invoices or any other pertinent documentation. 
· The Purchasing Card is to be used in accordance with the guidelines established within this Handbook. You are to treat this program with the same sense of responsibility and security you would use with your personal credit card
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[bookmark: _Toc155865938]How to Obtain a Card
· Your Supervisor must indicate approval by completing and signing the Purchasing Card Request Form (Attachment 1) and submitting the form to the School Finance Officer in the District Administration Office. The form must be completed in its entirety signed in a color of ink other than black by both the Supervisor/Director and the School Finance Officer.
· Upon receipt and approval of the application, the School Finance Officer will order the card, arrange for Cardholder training, and will notify your Supervisor when it is available to be picked up. Prior to usage of the card, you must read the Purchasing Card Handbook and sign the Purchasing Card-Cardholder Agreement Form (Attachment 3).
· When you receive the card, you must sign the back of the card immediately and always keep it in a secure place. Although the card is issued in your name, it is the property of District and is only to be used for District purchases as defined in this Handbook.

[bookmark: _Toc155865939]Reporting a Lost or Stolen Card
· The Cardholder must notify his or her immediate Supervisor of the lost or stolen card immediately after discovering the card missing. 
· If a P-Card is lost or stolen, contact the School Finance Officer at 501-679-8200 and they will contact Arvest Bank Customer Service at 1-800-356-8085 to cancel the card immediately and request a replacement if needed. Upon the bank’s receipt of the call, further use of the card will be blocked.  Prompt action in these circumstances can reduce the District’s liability for fraudulent charges.
· Should a lost or stolen card be subsequently discovered by the Cardholder, the card shall be cut in half and sent to the District Administration office.

[bookmark: _Toc155865940]Purchasing Card Security
· Always keep the card in a safe place. The Purchasing Card will have the employee name embossed on the card and shall only be used by the authorized Cardholder. NO OTHER PERSON IS AUTHORIZED TO USE THE CARD. 
· The Cardholder is responsible for all transactions procured with their card. Cards and card numbers must be safeguarded against use by unauthorized individuals in the same manner that a Cardholder safeguards his or her personal banking information. Although the card is issued in the individual’s name, it is the property of District
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The District reserves the right to cancel any card at any time. Cardholders who misuse the Purchasing Card may be subject to disciplinary action, legal action, and/or termination. 
· Misuse of the Purchasing Card includes: 
1. Purchase of unauthorized item(s).
2. Use of the Purchasing Card by someone other than the Cardholder.
3. Fraudulent or inaccurate recordkeeping.
4. Failure to obtain itemized receipts.
5. Failure to maintain the Expenditure Tracking Log.
6. Failure to reconcile the monthly statement by (23rd day of the month) 
7. Purchasing items for personal use.
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The following information provides examples of purchases that are appropriate for the Purchasing Card: 
1. Travel, conference expenses (flight & hotel only)
2. Approved supplies for your building, department or program
3. Conference and seminar registrations
4. Instructional supplies
5. Classroom/Office supplies
6. Other miscellaneous items that apply to your budget
This list is not intended to be all inclusive. If you have specific questions, please call the Accounts Payable Department for assistance at 501-679-8200.
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The following items define where the Purchasing Card is NOT appropriately used: 
1. Alcoholic beverages
2. Tobacco
3. Lottery Tickets
4. Cash Advances
5. ATM withdrawals
6. Gift certificates or gift cards

7. Flowers
8.  Teacher Meals & Snacks (meals for staff are only allowed when staff are    required to stay on campus during a time frame such as Parent/Teacher Conference night).
a. Meetings that have a supporting agenda as documentation for an educational purpose attached to the PO and the P-Card receipt are allowable after approval
9.  Clothing for Staff
10.  Tips, Room Service, Valet Parking
11.  Any personal purpose 
12.  Any product or service for which the use of District funds would normally be   considered inappropriate.
This list is not intended to be all inclusive. If you have specific questions, please call the Accounts Payable Department for assistance.
If a transaction is declined and the Principal or Director believes the decline should not have occurred, the Principal, Director, or building Secretary can review the account online to determine the reason for the decline. Accounts Payable Department may be contacted for further resolution.  
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Abuse and/or willful or negligent misuse of the Purchasing Card will be investigated and reviewed and may result in suspension or cancellation of the P-Card and could result in termination of employment and/or criminal prosecution as permitted by law. 
 
· In the event that improper usage of the Purchasing Card is discovered, written notification will be sent from the School Finance Officer with a copy given to the Supervisor of the Cardholder.
· Corrective action may occur up to and including termination.
· These violations can result in recommendation of further corrective action: 
· Personal, cash or cash type purchases: The District must be reimbursed immediately.
· Failure to provide itemized documentation of purchases 
· Accepting cash or a gift card as a refund for a credit purchase 
· Willful/negligent or misuse
· Unacceptable/non-approved purchases as listed above 
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· As the person whose name appears on the Purchasing Card, you are responsible for keeping track of how the card is used, and for keeping it safe. This also applies if the Purchasing Card is in the name of the school building and you signed it out for use, you are responsible for keeping track of how the card is used, and for keeping it safe. Just like any credit card, you should protect against fraudulent use of the card.
· You must keep the itemized receipts for ALL purchases made with the Purchasing Card. Specifically, be sure to keep itemized cash register receipts or invoices showing detail of items purchased, or other relevant documentation. Your receipts help the building Secretary reconcile account activity to the monthly Cardholder Statement. 
· Training will be provided prior to a Purchasing Card being checked out to the Cardholder. During the training session, users must read and sign the Purchasing Card-Card Holder Agreement Form prior to cards being issued.
· When utilizing the card to purchase supplies and materials, the Cardholder will check as many sources of supply as reasonable to assure best price and delivery.
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The Purchasing Card program is not intended to avoid or bypass appropriate purchasing or payment procedures.
This program is intended to complement Greenbrier’s existing process.
The Principal/Director is responsible for the security of the card and the transactions made with the card. It will be assumed that any purchases made with the card will have been approved by the Principal or Director of the department.  The building Secretary will secure and check out the card as approved by the Principal.
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Before placing an order, all Purchasers must have an approved purchase order (PO). The PO must be to the correct Vendor and the amount purchased must be at or below the approved amount on the PO. The Purchaser will sign the Arvest Purchasing Card Expenditure Tracking Log with the building Secretary. The building Secretary will then issue the P-Card to the Purchaser. The Principal/Director will load the approved PO 
funds to the P-Card. After the purchase, the Purchaser will return the card to the building Secretary with the itemized receipt. The P-Card MUST be returned to the building Secretary by the Purchaser within 24 hours of checking it out. 
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The Purchaser requests that the Vendor charge the purchase to the P-Card. Do not send the card number over the internet without ensuring the LINE IS SECURE (there will be an “s” at the end of http).  The Purchaser will inform the Vendor of the following: 

· The name as it appears on the card 
· The specific delivery information.  The Principal or building name should be on the shipping label. 
· The building phone number 
· The location district email address where the paid receipt is to be sent. 
· Delivery should only be to Greenbrier School District addresses. Under NO circumstances will a delivery be shipped to the home/personal address of the Purchaser.
· Use only Greenbrier P-Cards and Greenbrier email addresses when ordering for the District. 
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Inspect all goods and services IMMEDIATELY upon receipt or completion of service.  If there is a problem with the order or the service conducted, contact the Vendor immediately.  Keep notes on problems and their resolution including names, dates and conversation results. 
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Each transaction, including internet purchases, MUST have valid and complete source documentation from the Vendor. Valid source documentation includes: 

· An itemized receipt from the Vendor (must include item description) 
· An invoice showing credit card charge
· A receipt for credit/return transactions

If a Vendor did not provide these documents, or the documentation has been lost, the Purchaser must contact the Vendor directly to provide it.  LACK OF ITEMIZED DOCUMENTATION IS A VIOLATION AND MAY REQUIRE PERSONAL REIMBURSEMENT TO THE DISTRICT. 
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If an item is not satisfactory, received in error, damaged, defective, duplicate order, etc., the Vendor must be contacted before any item is returned.  The Vendor will issue a Return Authorization. 

a. Vendors must credit returns and charge for a new transaction.  Exchange of like items for a different color may not require a credit transaction.  Receipts for credit transactions must be submitted with the monthly P-Card reconciliation. 

b. (All returns must be credited to the P-Card account. Do not allow a Vendor to refund cash or a gift card for a credit return. It is a violation to accept cash or a gift card as a refund for a credit purchase.)  Document all returns and exchanges.  This information will be needed if a formal dispute occurs.   
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The monthly billing cycle ends on the last business day of each month. Within seven to ten business days after the end of the cycle, Arvest will send each Principal or Director a statement identifying the transactions made against the card during the previous billing cycle. The statement will be mailed to the Administration Office’s street address.  A statement can also be obtained online on the 3rd of the month after the billing period has closed.  

Review the statement for accuracy. Attach the completed and signed Arvest Purchasing Card Check-Out Log behind the P-Card statement along with the itemized sales receipts, credit receipts, and dispute documentation.  Receipts are to be attached in the order in which the transactions appear on the statement. The statement and P-Card Transaction Log will be reviewed and signed by the building Secretary and Principal/Director. Signatures must be original and in a color of ink other than black. No signature stamps shall be used. Once the documentation is reviewed, approved and signed, the statements, the itemized receipts and P-Card Transaction Logs will be forwarded to Accounts Payable in the District Administration office for payment processing and filing for reference and/or audit purposes.  

Approved, reconciled statements must be received in Accounts Payable within 10 calendar days of the statement date.  After 12 calendar days, if the approved reconciled statement has not been received by Accounts Payable, privileges of the card may be suspended.  After 15 calendar days, if the statement is still 
delinquent, the statement amount may be deducted from your payroll check.  If you should eventually provide the required documentation, you will not receive reimbursement until the next payroll check cycle. 

P-Card activity may be audited at any time.  The Principal/Director is responsible for the transactions identified on his or her statement.  If an error is discovered, the Purchaser may be asked about the error or dispute the resolution process.
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Greenbrier Accounts Payable Department will pay Arvest Bank.  The Principal’s or Director’s signature will be required to verify his or her approval of monthly purchases upon receipt of the statement.
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Disputed billing can result from: 

· Failure to receive goods or materials 
· Fraud or misuse 
· Altered charges, incorrect amounts, duplicate charges 
· Statement amounts do not match receipts 
· Defective merchandise credits not processed 
· Quality or service issues 

The Principal or Accounts Payable Department is responsible for contacting and following up with the Vendor on any erroneous charges or disputed items as soon as possible.  Most issues can be resolved in this way.  If the Vendor agrees that an error has been made, they will credit the account.  

Arvest Bank must be notified of any disputed charges within 60 days from the date of the statement on which the disputed transaction(s) appear.  In the event of fraud, notify Arvest Bank at 1-800-952-9523 and the Accounts Payable Department.

[bookmark: _Toc155865956]Daily On-Line Transaction Review
Arvest Bank provides web based on-line software called Centresuite that will allow Principals, Directors, and building Secretaries to review P-Card transactions for their location on a daily basis.
Accounts Payable Department, the School Financial Officer, and other approved Administrators will have the authority to view any Principal or Director’s account. 
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The program is designed to be simple and easy to use by allowing purchases for supplies & services needed by our schools and departments. As we continue to improve the way we conduct business, leading to greater cost savings and processing efficiencies, the use of this program will be a significant component in Greenbrier School District’s overall success. Please contact the School Finance Officer or Accounts Payable Department with any questions about the program or additional information. 
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Greenbrier School District
 P-Card Application

            (Complete and forward to the School Finance Officer)
Section I:  Type of Request

New Account:  	         Change to an existing card 	 


 Card Maintenance (if applicable; name change, for example): ___________________________________

Section II:  Employee Information (please print)

Last Name   					   MI      First Name



School/Location



School/Department Address (the monthly statement will be mailed to this location)



City                   				    	       State        Zip Code


Work Phone



Section III:  Finance Information  **To be provided by Principal/Director**
								          
    Single Transaction Limit	   	Monthly Credit Limit		
$				        $       			         
Employee Applicant requests that he/she be issued an Arvest Bank P-Card.  Employee Applicant understands that this card is to be used for Greenbrier School District charges only and agrees to be bound by the Greenbrier School District Cardholder Agreement accompanying the card, as amended from time to time, for all charges incurred by the use of the card or the related account.  

____________________________________________    ________     _________________________________   _________
Employee Applicant Signature		                                Date              Principal/Director Signature                          Date


____________________________________________   _________   _________________________________   _________
Chief Financial Officer Signature			Date	     LRSD P-Card Administrator	          Date










Revised 12/23
Card Name ________________________________
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Arvest Purchasing Card Expenditure Tracking Log 
	✏️ Signing below I acknowledge that I have signed a Purchasing Card-Cardholder Agreement Form

	
	
	
	
	
	

	📥 I will return the card along with all signed itemized receipts within 24 hours of purchase or trip.
	 
	
	


	P-Card User Name Signature 
	PO #
	Sign 
Out 
Date 
	Sign In 
Date
(receipts provided) 
	Vendor 
	Item Description 
	[bookmark: _GoBack]Estimated 
Or Actual Cost 
	Building Secretary Signature 
(card signed out & returned within 24 hours)
	Building Principal/Director Signature
(card loaded with funds on PO) 

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	  
	
	  
	  
	  
	  
	  
	  
	  

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Total Charges
	$ 


Revised 12/23 
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PURCHASING CARD-CARDHOLDER AGREEMENT FORM
You wish to check out a District Purchasing Card (P-Card) as a trusted employee to procure goods on behalf of the district. You are responsible for keeping track of how the card is used, and for keeping it safe. And just like any credit card, you should protect against fraudulent use of the card. Please read the following policies and procedures required to retain the card: 
1. I understand that I will be making financial commitments on behalf of the District and will seek to maximize the purchasing value.
2. I understand that personal purchases are not allowed on the Purchasing Card, and I agree to use the Purchasing Card for the purchase of items for use in school business only. All purchases must comply with the purchasing policies. I understand that examples of items not to be purchased with the Purchasing Card are included in the Purchasing Card Handbook; however, I also understand this list in not all inclusive and that if I have a question about a purchase I will go to my Supervisor for approval. 
3. I understand that a purchase order must be encumbered before a purchase on the P-Card can be made. The purchase order must show the name of an approved Vendor from which goods and services will be purchased.
4. I understand P-Cards will only be checked out for pre-authorized purchases. A log will be kept of cards checked out and the itemized receipts or invoices for ALL purchases made with the P-Card will be required upon return of the card.
5. I understand that I shall be personally liable for the inadvertent/improper use of the Purchasing Card, and I agree to pay the cost of such use, (other than improper use as the result of a lost or stolen card which was immediately reported as required in the Purchasing Card Handbook), including fees and interest assessed against the improper purchase.
6. I understand the P-Card is issued in my school site’s name and has a set limit. Please contact the Accounts Payable Department with issues regarding card limits or if the card is declined. The purchase order number and amount will need to be provided when requesting assistance.
7. I understand that improper use of the Purchasing Card may be cause for disciplinary action, including termination, and that improper use of the Purchasing Card may subject me to criminal prosecution. 
8. I also understand that if there are amounts, which are attributable to my improper use of the Purchasing Card, I agree to reimburse the District.
9. I agree to abide by the guidelines contained in the District Purchasing Card Handbook. 
10. I understand that failing to follow the Purchasing Card program guidelines may be deemed an improper use of the card and could result in revocation of the Purchasing Card and appropriate disciplinary action, which may include termination. 
11. I agree to provide itemized receipts from the supplier for each transaction made on the Purchasing Card as required in the District Purchasing Card Handbook. Failure to report or document any purchase may be deemed as improper use of the Purchasing Card. 
12. I understand that should my employment with the District terminate for any reason, the Purchasing Card must be returned to the building Secretary. 
13. I also understand that the District may withdraw authorization to use the Purchasing Card and require the return of the Purchasing Card at any time for any reason. If the Purchasing Card is lost or stolen, I agree to notify my Supervisor and the School Finance Officer immediately.
14. I understand only Greenbrier employees may make authorized purchases with a card and not all Greenbrier employees are provided a card. The assignment of this card is based on the need to purchase goods and services on behalf of the District. The card can be revoked at any time based on 
misuse of the card. I agree to surrender the card immediately upon my transfer to another position or termination of employment for any reason. I understand that the card is not a benefit, term of condition of employment, an entitlement, a prerequisite nor reflective of title or position.
15. I understand that if fees and interest are accrued due to untimely return of receipts or invoices, the building’s Activity Fund will be charged those fees and my purchasing privileges may be revoked.
16. I have been given a copy of the District Purchasing Card Handbook, have read the handbook, have received training on the Purchasing Card Program and understand the requirements for Purchasing Card use. By signing below, you are acknowledging you have read the Manual and will abide by the Policies and Procedures discussed herein. 


Cardholder Signature _____________________________________________________________ 
Date __________________ 
School Finance Officer Signature ____________________________________________________
Date ___________________
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Greenbrier Public Schools
Acknowledgment of Improper Purchasing Procedure
I acknowledge that I have performed an improper procedure regarding financial recordkeeping according to Greenbrier Public Schools Policy and Arkansas State Law. I further acknowledge that the violation was explained to me and that remedies for the action and preventative steps to prevent future violations were also discussed.
Description of Violation:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Description of Proper Procedure:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

Date: ________________________
Purchasing violations may result in the loss of rights to make purchases and will result in disciplinary action.
___________________________ 		___________________________
Employee Signature 		SFO Signature

___________________________ 		___________________________
Supervisor Signature 		Superintendent Signature
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