
CREDIT CARD & CHARGE ACCOUNT GUIDELINES 2022-23 
 

1  7/27/2022 

YOU MUST HAVE AN APPROVED PO IN HAND BEFORE USING  
OR CHECKING OUT A CREDIT CARD FROM THE BUSINESS OFFICE. 

 
I. Credit Card Vendors are:  To check out a credit card, you must bring your PO with 

you to the Business Office.  All cards & receipts must be returned within 3 days. 
 

A. Chase—The Vendor will no longer be CHASE, please see instructions below for 
major changes, and please see Requisition instructions for complete instructions. 

 

B. Sam’s-Get with your Campus Principal to order from Sam’s.  They have a 
Sam’s credit card you will be able to use. 

 

C. Wal-Mart – It is best to use the Wal-Mart Credit Card at Wal-Mart to ensure 
they do not charge tax on your purchase. 

 

Do not charge personal items on the credit cards or on charge accounts, even if you 
plan to reimburse the school for them.  This is against the law as you must pay state 
tax on all of your personal purchases. 

The employee requesting use of the Credit Card must be the one to check it out and 
return it.  DO NOT GIVE TO SECRETARY OR RETURN IN INTERCAMPUS MAIL or 
you may not be allowed to check out the credit card again. 
 

II. Charge Account Vendors are: 
 

A. Lowe’s Grocery Store –  
1. Please PRINT your name legibly on the signature pad.  This will help when we 
receive the bill if you have not turned your receipt in to know who to call for the 
receipt.  Please turn your receipts in within 3 days of your purchase. 
2. Be sure to stress to the cashier the charge account is Dimmitt ISD.  
3. Please do NOT send Students or anyone not employed with Dimmitt ISD to 
purchase supplies to be charged to Dimmitt ISD. 

 

DO NOT USE YOUR CREDIT CARD AT LOWES 
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B. Amazon – Please see Amazon Order Procedures 
 

DO NOT USE YOUR CREDIT CARD FOR AMAZON 
 

III. Requisition:  Please follow the guidelines for Requisitions.  The following are areas 
that have changed when submitting a PO using a credit card. 
 

A. REFERENCE NBR:   Type either CHECK or CREDIT CARD 
 

B. VENDOR will NO LONGER BE CHASE.  It will be the actual vendor you are 
purchasing from, even if you are using the credit card.  That is why it is important 
to put that in the Reference number. 

 

C. CREDIT CARD CODE in the top area, 2nd column, just below Campus/Dept.  
Hit the space bar and a list will appear.  Choose the correct vendor-Chase, Sam’s, 
Wal-Mart, Lowes (even though Lowes don’t have a credit card, we have a charge 
account that is set up in our system like the credit card), or Amazon (which you 
will NOT use your credit card here either). If you have a School Issued Credit 
Card in your name, please choose your name if you plan to charge on your Chase 
Card, or if you plan to use another credit card, just choose Chase.   

 

IV. Dimmitt ISD is Tax Exempt.  Tax Exempt Forms must be used on all purchases.  No 
sales tax will be paid or reimbursed on any purchases.  Sales Tax exemption forms are 
available on the Dimmitt ISD Website Business Office page.  If you charge an item on the 
credit card and it has tax, you will be responsible for paying the tax to the school. 

 

V. All Orders must have a PO dated before order date. 
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VI.  When ordering online, a copy of the order must be put with the PO and returned to 
the business office immediately.  Be sure there is no tax charged. 

 

VII. The credit card, receipts and a copy of PO must be returned within 3 business days.   
 

VIII. When traveling please read and follow the Day Travel or Overnight Travel 
Guidelines. 

 

IX. When you get a receipt of any kind, you can take a picture of it immediately and email 
it to carla.schilling@dimmittisd.net or shirley.lindley@dimmittisd.net or even to yourself to 
forward to us when you return.  This will help in case one gets thrown out or lost.  We still 
need the originals when you return from your trip. 

 

X. LOST RECEIPTS—You will receive ONE WARNING then the next lost receipt, you 
will be responsible for the charges!!  NO EXCEPTIONS!!!  If you take a picture of it & 
email it immediately, this will prevent this from happening! 
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