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The State of Wyoming provides Hathaway Merit and Need Scholarships to Wyoming students 
attending the University of Wyoming and Wyoming community colleges. Every Wyoming student 
who meets the requirements can earn a Hathaway Scholarship. Contact your school counselor 
for more information. 

Fiscal Management - District Credit Card Purchasing Procedures 
 

Use of a PCSD#1 credit card by an employee is acceptance of the terms of these procedures. 
 
1. A school district credit card is not a credit card for the personal use of the bearer. The credit card will be 

used only for school district purposes. Criminal prosecution procedures may be initiated for misuse of 
credit cards. 

 
2. Only authorized district employees are allowed to use the credit cards. An employee who uses a credit card 

and signs a credit card slip is responsible to the School District for payment of that charge if the 
Superintendent or his designee determines that the charge was not properly authorized.  

 
3. In cases where a credit card charge is not authorized, the employee who made the charge will make 

arrangements for payment to the district business office.  
 
4. Credit cards will not be used for local area purchases. Credit cards will not be used for cash advances. 
 
5. Credit cards will not be used as a substitution for the district’s normal purchasing process of completing 

requisitions and vouchers. Although, these cards shall be used to replace activity travel vouchers. This 
includes district approved activities’ events and district approved travel for employees. 

 
6. For convenience and organization, all credit cards will be kept in a binder provided by the district office. 

This binder includes the supporting documentation needed to keep track of all expenditures. Receipts need 
to be collected at time of transaction and kept in the credit card binder. Binders may be checked out and 
returned through the school office and must be immediately returned to the school office upon the 
employee’s return. 

 
7. Included in the binder is a white card with district information displayed. When making a purchase, hand 

both the credit card and the white card to the vendor. The district tax exempt number is listed on the white 
card. The district does not pay sales tax. It is the employee’s responsibility to ensure the district’s tax 
exempt status by reminding each vendor to exclude sales tax. The employee may be responsible for 
incurring the cost, if sales tax is charged. 

 
8. Each school office will be responsible for the month’s process of verifying credit card transactions with the 

collection of receipts and budget coding each transaction amount. This is to be done prior to credit card 
documentation being sent to the district business office. 

 
9. In the event of a lost or stolen credit card, report this immediately to one of the following personnel: 

Building Administration, Business Manager, or District Accounts Payable Clerk. 
 
10. The District reserves the right to restrict access and/or cancel credit cards if these procedures are not 

followed correctly.  
 
 

(Reference Policy DI) 


