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[11-13 Cornorate Purchasing Card Distribution and Usage
I1-25 Purchasing

VI-11 Purchasing
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1-34 (B) Reimbyrsement of Board. Business Exnenses for Trusiees
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Fxternal Members

Purpose
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business expenses.

Application and Scope

employensg: -

Senior Staff, Managers, and other autharized personnel

Curriculum, Studant Querace and Special. Education.Consultants.,

= =4 —a -—_a -

a5y ~*~ ~~-"" under the supervision of the Principal

Budget Holder - an. emnlpveguof the HCDSB that.is accouptable for. the hudset nf their.respective,
school/igenarmietinsz
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/91pro��Ƶ/Policies/PoliciesProcedures/II-13%20Psycho-Education%20Psychological%20Assessment%20of%20Individual%20Students.pdf
/91pro��Ƶ/Policies/PoliciesProcedures/I-25%20Purchasing.pdf
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/91pro��Ƶ/Policies/PoliciesProcedures/VI-90%20Reimbursement%20of%2091pro��Ƶ%20Business%20Expenses%20for%20Employees.pdf
/91pro��Ƶ/Policies/PoliciesProcedures/I-34%20(B)%20Reimbursement%20of%2091pro��Ƶ%20Business%20Expenses%20for%20Trustees%20and%20External%20Members%20of%2091pro��Ƶ%20Committees.pdf
/91pro��Ƶ/Policies/PoliciesProcedures/I-34%20(B)%20Reimbursement%20of%2091pro��Ƶ%20Business%20Expenses%20for%20Trustees%20and%20External%20Members%20of%2091pro��Ƶ%20Committees.pdf
/91pro��Ƶ/Policies/PoliciesProcedures/I-42%20Out%20of%20Province%20Staff%20Travel.pdf
/91pro��Ƶ/Policies/PoliciesProcedures/VI-73%20Meal%20Expenses%20for%20Employees%20at%2091pro��Ƶ%20Sanctioned%20Events.pdf
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- an_emplavee of HCDSB who holds a HCDSB- ~

Fimo il b-—eneaie—an.establishment that provides financial services for its clients or members and
is the issuer of the Purchasing Card.

General Ledger (GL) Code - a g
system.

#Ewgiven to each budget account within the financial
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ction Limit -
Card for individual purchase.

Site Card - a nameless Purchasing Card designed to be used by a number of employees within a
school/dopastmastuibescatin RBuderi-Halrdas-is.agenuniahle for.the use of that card .

Unauthorized Charge - a transaction applied against a Purchasing Card without having official
permission or approval.

Principles

thvaiigba daa A
i T e Y

0 Reducing the number of purchase orders and purchase requisitions through the
Purchasing Department.

Purchasmg Policy and Admlnlstratlve Procedures, should use it to pay for approved business
expenses whenever possible.

Requirements

1. Geperal.lnfpymation
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2. QOperational Guidelines
2.1 Rurghasing Card lssiance.
2.2 Purchasing Card Spend Limits

Purchasing Card Rejection

iation.-Pavment, t&-ﬁég nrgle,

&+ Prohibitions and Compliance
1. General Information .

,_;(:ard) is a HCDSB_:“..AA DRI |- SN | | I SR PR )R [ <D,

g zoniessimeshrm it kaearddi-areeniad ey
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The P-card program will be administered by Purchasing Serwces which will maintain a master
list.of all P-cards notmg the name of the

: ;frards _arldbachh,anp s_and o’rh,pr domm ,Iatmn lela:rmg ’ro ’rhew
H”“"??‘E}Tg LSGI’VICGS fme vaniimiic e ka lna A sl b bl
|’lC>er |a\,\7|ces or Superlntendent of Biisiness Sernvicas.

M GRnrd 11 \I"Tu‘ﬁll’,i'

Purcha Aol Tha indiasiAdaal nnw-llnnlnln-n nnrl kA nnvrllnnlrl,\w- AvAa nAatk nAv~rANnA I liaklA

for P e T

=0
The P-rnvA mmmvs ba imad fav miivabianan tim ba bl ninada bunmnnnbine limib and saanbhl naan Aing

Prohibitions and Compliance of this Administrative Procedure.

Sendicas. with the approval of the €~»ine Mama~av Financ , will
determine the single transaction limit and monthly spend limit of each purchase card issued.

M-8 W F e TN =
sinancial Services.

To limit exposure or liability to
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2.2

2.3

2.4

WWW.NC

te it idar= i st Rl
Purchasing Card Issuance

All P-cards issued by HCDSB remain the property of the financial institution listed on
the P-Card and, as such, may be cancelled/revoked at any time.

Prospective cardholders will be requwed to submlt a Corporate Purchasmg Card
Authorization Form. £z : ' ] i T
Purchasing Senvicee initialled by the Senlor Manager, Financ and are

maintained by the Purchasing Department.

A P-card shall only be issued upon.the approval of the Superintendent
Services and Treasurer for new positions required a P-Card and of the Senior Manager,
Financial Services, for re-issued P--

P-card limits vary depending on the budget holder’s responsibility and budget allocation.

Epabo-nossseansde.have ependdimits incres g‘ ln thls case, a

SR 5 TN N N B RN B R N W N DU [PURR  — Lo TR for
approval by the """ **---=Financial Services.._Changes can he made eﬁ,emt,, i
e ot "' Senior Manager, Financ '
Coriny Manasar Fincnans je nn la,l,,LeNe;_emar.e)'ﬁ shauld. LL&EHGLIQFde From.the. .
~ oo T " - or Purchasing ~
Purchasing Card Reiection
If a P-card is rejected, please notify the Purchasing = °~  who will inquire as to the

Over the monthly limit,
1;',I"I”+"I]'2?h*‘flii‘ T iu"a'%mu

actiops
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Reconciliation, Payment & Record
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73

AII reconC|Ied r’.::«;xﬂaﬂ; @: 7 m@gﬁmm‘ tmowAdscipeasEan assigned
GL code, and :g;ttamh;gdf« S . ) for final approval.

U _oh2ranaanre-ahain] Ne.

mizad

i Ky TN CCRI ) (512 évrl&ﬁ&"m
a. In the case of the Dlrector of Educatlon the will be
annroved by the Chair of the Board .

b. In the case of Trustees, the szzz-4iles4a
of the Board

SRR I

C. ezl be

approprlate GL codes
4, For school issued P cards (site cards) ONLY::Slomaningreak ?' Cramtnis ng%v‘»&

s
fransactions.. .&2=7 S a0 E 0 s alin YR lr LI IE R
Form is to be uploaded
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i
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2.5 BT M 16 e ST i o) 5

|mplemented
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In case of a transfer within HCDSB, the named cardhalder will take his/her card 1o thniv
new location. The Purchasmg SerV|ces department WI|| revise the Iocatlon mformatlon
within "~ "7 ral. Site cards remain at the indicated site at all

times reocardlecs nf ctaff trancfare

Lt S TR /VHF.HMEMB:HMN?HJ( il :
department WI|| temporarlly suspend the card

portal .| Lipan'tne emp oyeés return to full active duty, the card will be re

ervisor to adwse the Purchasmg
The Diealannt,

2.6 }-astwar: Stolen Cards

If the P-gaxd.ig.lnst.,

RR5H. ¢
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card will be issued.

3. Prohibitions and Camalianca.

1l

WWW.

A P-Card shall not be used for any personal expenses. Such fraudulent use of the card could
result in d|sc:|pl|nary actlon up to and mcIudlng dismissal.

T ot B

el TRE e

QQQR r‘u'fhaees W|th|-n theUHCDSB

oY

as aIcohoI
prohibited.

Prmmpal/r{nna;_tmpnt hidoet. bgldpr .
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