
MEMO FROM:               Michele Butcher, Business Manager 

 

Martin’s Mill ISD * 301 FM 1861 * Ben Wheeler, TX. 75754 * (903) 479-3872 

 

 

 

 

 
MARTIN’S MILL ISD 

CREDIT CARD POLICY 

 

 

Martin’s Mill ISD has a policy in place for using all school credit cards. 

The Visa credit card is used to reserve hotel rooms for school events.  You have two choices:  You can use 

the school credit card to make reservations or you can use your own credit card.  If you choose to use the 

school card you must follow policy. 

  

The policy is as follows: 

 

Visa credit card will be used to reserve hotel rooms for school functions only.  Reservations will be made 

in the administration office only.   A purchase order will be placed first and then the employee will come to 

the admin office with a copy of the PO to be logged in as a Visa transaction.   The call will be made from 

the admin office to reserve the hotel rooms with the Visa card.   The Visa card or the account number from 

the card will not leave the admin office.  I know some of you make reservations months in advance for 

some of our school events.   Please estimate more than enough when doing the PO and then when the final 

numbers are in, the PO can be adjusted before processing the check.    

 

If the event doesn’t take place and the hotel rooms are not needed, it is the responsibility of the person 

signing out the Visa card and doing the PO to cancel so that the school does not get billed for hotel rooms 

not used.   The confirmation cancellation number will be forwarded to the admin office to attach to the PO 

so that the PO can be cancelled.   

 

Other credit cards used by the school district are, Wal-Mart, Sam’s Club, Home Depot, and Tractor Supply. 

All purchases are to be approved first by a Purchase order generated in the electronic system.  No purchase 

may be made without signing out the card with a PO number in the Business office.  All cards along with 

receipts are to be returned to the Business office the next day.  At that time the card will be signed back in. 

 

I realize the inconvenience of this necessary policy but it is mandatory to do it this way or use your own 

credit card to reserve hotel rooms or make necessary purchases.    

 

Thank you for your understanding and cooperation in this matter. 

 

 

 

 

 

Thank You, 

 

 

 

Michele Butcher      


