Purchasing Card Do’s and Don’ts 


DO”S
 Do Know your limits-Call the number on the back of the card to get your available balance. 
Do Use the card ONLY as approved by your supervisor and by the funding source.

Do Contact MasterCard if you will be using the card out of State for approved travel. 

Do Contact the Purchasing office to close the purchasing card if you (or an employee you 
       supervise) changes assignment or leaves the Lansing School District. 

Do Keep a Purchasing card log and attach all original receipts each month.   Billing Cycle is from the 28th to the 27th of each month (unless on weekend or holiday). Include a copy of your approved Conference Request form if you have purchases that are related to a conference.  This makes turning in your records easier when the log is due. 
Do Use the card for routine supplies costing under $250.00 as approved by your Supervisor. 

Do Request  limit changes using the Purchasing Card Limit Change Request form.  This
       form must be approved by your Supervisor.   Please provide at least 72 hours notice. 
Do Know the rules and limits for your funding source.  The card may allow a purchase that is not 
       allowable by the source of funds.  You are responsible to ensure that all purchases are 
       allowable.

Do Use suppliers located in the Lansing School District when ever possible. 

Do Use suppliers designated on Lansing School District contracts and REMC. 

Do Present the yellow “Tax Exempt” card when you use your card. 

Do Call the numbers on the red “Emergency Card” if you card is denied un-expectantly.

Do Keep your card and card number in a secure place. 

Do Get a clearly written itemized receipt with a final total. 
Do Turn in your approved Purchasing card log and all original receipts to the Accounts Payable department within 8 business days of receiving the statement from Accounts Payable. If not received by this time, your Purchasing Card may be closed.
DO  Make sure that you have an approved Conference Request Form prior to     

       making conference related purchases.  Please attach a copy of the  approved Conference Request     

       Form when submitting  these expenses. 
DON’TS

DO NOT PURCHASE ANY EQUIPMENT WITH YOUR PURCHASING CARD.   THIS WILL BE DENIED. 
DO NOT Give your Purchasing card to another person for them to use.
DO NOT Buy alcoholic beverages of any kind at any time.
DO NOT Use the card for any personal items.
DO NOT Use the card for personal snacks or beverages.
DO NOT Use the card for snacks or meals for employees during normal working hours 
           (excluding approved conferences). 

DO NOT Use the card for any unapproved purchases.
DO NOT Use the card for airline tickets. 

DO NOT Use the card for gasoline.

DO NOT Use the card for gift certificates, gift cards, phone cards, gas cards, tokens or any other     

            purchase that has a cash value. 

DO NOT Destroy or turn-in your card when not in use.  Keep  it in a safe place.  The same card may be 
            reactivated at a later date. 

DO NOT Buy unneeded items to “use up funds”.
DO NOT Pay Michigan sales tax on purchase’s
DO NOT Split purchases to by-pass the purchasing card limits.
DO NOT Buy from anyone over the phone unless you initiated the telephone conversation.  If you 
             are  tempted to buy from a caller ask for the offer to be sent to you in writing and let the  

             caller know that you will call them back after reviewing the written documents, if interested.  
             If the caller refuses to put the offer in writing or refuses to give you a call back number, 
             hang up the phone. 
DO NOT Sign a blank or unreadable receipt.  Make sure the final total is clearly written on all 
            receipts .   

DO NOT Use the card for any expenses that are not allowed and plan to pay the District back later.  
             This is taking a loan from the Lansing School District and is strictly not allowed. 

DO NOT Use the card to pay a contracted service, employee or private citizen for personal services. 
DO NOT Have items delivered to your home address or any address other than a LANSING SCHOOL  

             DISTRICT building. 

DO NOT Write your Purchasing Card number anywhere others may see it.  

