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1.0 Overview 
 

In an effort to better serve our customers and ensure a level of accountability appropriate for a public 
institution, this manual has been compiled to provide instructions and guidelines for the issuance and 
use of the travel card along with instructions for reconciliation and review of card transactions. Changes 
to this manual may be made over time as the program develops and new or unforeseen purchasing 
situations arise. 

 

2.0 Introduction to the Travel Card Program 
 

The purpose of the Pasadena ISD Travel Card Program is to establish an efficient and cost effective 
method of purchasing and paying for travel transactions. The Travel Card can be used with any 
merchant that accepts MasterCard as a form of payment. 

The use of a Travel Card as a purchasing method is a privilege and not a right, thus we need to ensure 
that all regulations are in compliance. 

The Travel Card Program is designed to supplement our purchasing program by giving users flexibility. 
Use of the Travel Card should not circumvent the purchasing process. If used to its potential, the Travel 
Card Program will result in a significant reduction in the volume of purchase orders and related 
documentation including invoices and checks. In addition, corresponding work processes associated 
with ordering and check-writing will be reduced. 

 

3.0 Who Can Obtain a Travel Card? 
 

A Travel Card may be issued only to permanent (full-time) employees of the District whose job duties 
require the use of a Travel Card or any person approved by Superintendent. Cards are issued to 
individual employees (in the employee’s name) rather than to a specific department or campus. No 
more than one (1) card will be issued to any employee. 

 

4.0 How Do I Obtain a Travel Card and Keep It? 
 

Complete a New Travel Card Application 
Full-time PISD employees whose duties require frequent travel authorized by their supervisor may 
submit a New Travel Card Application. The complete application must be submitted to the Travel Card 
Administrator with the approval of the employee’s immediate supervisor and the appropriate reporting 
Associate Superintendent of the department/campus. See Attachment A for the Travel Card 
Application. 
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Travel Card Application – Enter the employee’s information in the appropriate fields. R equesting a 
different transaction limits from the one assigned in the application must be substantiated. If someone 
other than the cardholder will be preparing the Monthly Reconciliation as discussed in Section 10, 
include the information for the secretary reconciling the card.  This will create a login for the secretary 
to manage the card online. 

Reminder: No Cardholder shall be allowed to be his or her own “approving supervisor”. The Associate 
Superintendent may assign a knowledgeable individual acting in a supervisory capacity as the approving 
supervisor. If the cardholder is the only employee of a particular location, the next level of authority 
(Associate Superintendent) must be assigned as the approving supervisor. 

 

Sign the Travel Card Agreement Form 
The Travel Card Administrator will provide the Travel Card Agreement (Attachment B) to the cardholder 
for signature before receiving the new card. Cardholders must sign this form which authorizes the 
ordering of the Travel Card. 
 

By signing this form the Cardholder acknowledges: 

• Receipt of the Travel Card Manual 
• Fully understand all the procedures and regulations outlined in the manual; including 

procedures for Travel Card expenditures, Monthly Reconciliation reports, what constitutes 
proper supporting documentation, and consequences for Travel Card violations 

• Approval to order the Travel Card  
 

Expiration 
All cards will automatically renew a few months before expiration and will be mailed to the purchasing 
department. Purchasing will notify you when replacement card is ready to be picked up. 

Changes to Travel Card 
Notify the Travel Card Administrator immediately upon change in cardholder’s employment status 

Including: 

• Change of Location 
• Change of Position, Role or Title 
• Leaves of Absence 
• Termination, resignation or retirement – The Cardholder’s supervisor must notify the Travel 

Card Administrator immediately so that the card can be deactivated promptly 

Any changes to Cardholder’s name or transaction limits must be submitted in writing with budget 
manager’s approval. Any Cardholder terminations, resignations or retirements should notify the Travel 
Card Administrator immediately.  
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5.0 Spending Limits 
 

All Travel Cards have monthly Cardholder spending limits. These limits automatically refresh each 
month. Limits vary for each Cardholder and are established by the Travel Card Administrator (as 
indicated in the Travel Card Application). Increases to the limits on any card must be made in writing 
to the Travel Card Administrator. The increase must be approved by both the Travel Card 
Administrator and the Approving Supervisor. If the limit increase request is approved, the Travel Card 
Administrator will adjust the card purchasing limit and the adjustment is effective immediately. 

Travel Card Controls 
Cardholders act as purchasing agents for PISD; therefore, expenditures made with the Travel Card must 
be only for those items that are for official PISD business and furthermore, for those items allowed to 
be purchased using a Travel Card as outlined in this manual. Additional controls have been added to 
each Travel Card in order to assist in keeping charges within PISD monetary spending limits. These 
spending limits are embedded in each Travel Card via the magnetic strip and are imposed at the point 
of sale when the card is swiped. 

Cardholder Spending Limits 
The established standard monthly credit card limit is based on the Cardholder’s budgetary 
responsibility, usually between $2,500 and $10,000. If a cardholder requires a higher monthly limit, 
the Budget Manager may request an exception with appropriate justification. All monthly limits, 
including those above $2,500, are reviewed periodically to determine if there is still a need for the 
higher limit. 

Review of transactions is important to maintain purchasing capacity; however, your timely evaluation 
of purchases also serves to validate the District’s ability to utilize the Travel Card within the parameters 
of policy and procedures. 

Merchant Activity Type Limits 
Specific types of businesses are identified by a Standard Industrial Classification (SIC) Code, commonly 
referred to as Merchant Category Code (MCC). Based on the nature of some categories, specific MCC 
codes may be restricted for use on the card. If you have difficulty using your card with any particular 
vendor, please contact the Travel Card Administrator. 
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6.0 Acceptable Purchases (Things I Can Buy) 
 

All purchases made with the Travel Card must be for official PISD business and must NEVER be used for 
personal purchases (intentional or unintentional), regardless of the circumstance.  

Your Travel Card is not intended to bypass established purchasing or payment procedures. Travel 
bidding procedure requirements should be utilized as required and appropriate. The Travel Card is 
intended to complement the existing processes available and is not intended for after-the fact-
payment. 

Allowable Items Include: 
• Travel lodging 
• Airline tickets 
• Car rental 
• Gasoline for rental vehicle 
• Toll fees 
• Taxi fees and Airport shuttles 
• Conference registration fees 
 
Note:  If the registration includes conference provided meal, this cannot be claimed on the Travel Form 
per diem. 
 
• Professional Organization Membership Fees (TESA, TASBO, etc.) 
 
Note:  If the membership fee includes Professional Liability Insurance, etc., the District must be 
reimbursed with a personal check. 
 
• Telephone or computer access fees (Allowable only if necessary and included in hotel bill) 
• Student Entertainment Tickets (Sea World, etc.) 
• Student meals on field trips or approved student trips. 
 
After the usual contract and/or bus approval process, the following items may be acceptable if the 
vendor will not accept a PO and requires payment in advance or on the day of the service. 
 
• Fund 865 Proms 
• Fund 865 Tour Company Trips 
• Band and other co-curricular trips 
• Student trips that include registration, meals, or admission tickets 
 
Cardholders may want to increase credit limits on travel cards.  Please submit your written 
 request to your Approving Supervisor, who will then forward it to Travel Card Administrators. 
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7.0 Unacceptable Purchases and Practices 
 

Unallowable Purchases 
• Food (groceries, take-out, candy, teacher appreciation lunches, etc.) 

• Purchases made with Federal Funds 

• Alcohol or tobacco products 

• Software or Computer Equipment 

• Subscriptions, including over the Internet 

• Notary Fees 

• Gasoline not allowed unless for rental vehicle 

• Retail Stores 

• Supplies (office supplies, books, etc.  This includes Amazon.com and E-bay.com) 

• Flowers 

• Telephone or computer access fees (This would be allowable if necessary and included in hotel 
bill) 

• Freight fees (Federal Express, UPS, or any other delivery charges) 

• Meals - Meals are subject to per diem amounts and are reimbursed on the Travel 
Reimbursement Form 

• NO Employee meals, NO Consultants, and NO Employee Team Building without prior approval 
from the Travel Card Administrator 

• Wire transfers 

• Any purchase prohibited by another PISD policy 
 

Unallowable Travel Card Practices 
Inappropriate use of the Travel Card or failure to abide by the Travel Card Program and Procedures will 
result in revocation of the card and appropriate disciplinary action, including possible termination of 
employment. 

Using the Travel Card to Pay Outstanding Invoices against Active Purchase Orders 
The Travel Card should never be used to pay any type of outstanding purchase order or items that were 
ordered but not processed through a requisition. 

Limitations on Vendors That Can Be Used 
Cardholders are prohibited from making purchases from friends or relatives where the Cardholder has 
a financial interest. Additionally, the Cardholder must not accept any gift or gratuity from any source 
when it is offered, or appears to be offered, to influence your decision in making a purchase. The use 
of coupons, rebates, or rewards programs from vendors, banks, or other institutions that offer 
free/promotional items for the benefit of the Cardholder are not allowed when purchasing items with 
the Travel Card. Any items received as a direct result of using the Travel Card must be for the benefit 
of the District and are expected to remain on PISD premises. For example: An office supply vendor has 
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a rewards program that allows a customer to earn free items based on accumulated points/dollars 
spent. 

Using the Travel Card for Personal Use 
The use of the Travel Card for personal expenditures is strictly prohibited. Cardholders who violate 
this rule must immediately report the personal use and reimburse the funds. The Travel Card 
Administrator is required to report the misuse, regardless of the cardholder’s intent to reimburse the 
District, to the CFO. 

Personal purchases are considered a misappropriation of PISD funds, a criminal offense, and will be 
reported to the appropriate authorities. An example would be when a cardholder includes a personal 
purchase with a District order to take advantage of tax exemption status or pricing discounts. 

All personal use (intentional or unintentional) of the Travel Card must be handled by the Cardholder as 
follows: 

• Immediately report the purchase to the Travel Card Administrator explaining the circumstance 
of what happened (including a timeline of the incident) and include a copy of the receipt and/or 
other supporting documentation. 

• Payments must be made through the cash receipt system in Lawson 

• Submit a copy of the deposit slip to the Travel Card Specialist with your monthly reconciliation 
paperwork 

 

8.0 How to Make Purchases with Travel Card 
 

Provide Vendor with Request/Required Card Information 
Be prepared to provide the vendor with any or all of the following information: card number, name, 
expiration date, billing address, billing phone number, and the three digit credit card 
security/verification code that is located in the signature block of the card. 

PISD’s billing address must be on all receipts and backup documentation and not the Cardholder’s 
personal address. PISD’s address is: 

Pasadena ISD 
1515 Cherrybrook Ln. 
Pasadena, TX 77502 
 

Tax Exempt Status 
Inform the vendor that the District is exempt from sales tax. If the vendor requests a tax exemption 
certificate, use the one provided in Attachment C. 

If the Cardholder gets charged Texas sales taxes, the Cardholder will be personally liable for 
reimbursement of the tax to PISD. 
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Maintain Transaction Log (Recommended) 
As Travel Card transactions occur, Cardholders are recommended to record all purchases and credits 
on a transaction log. Transaction logs help to keep a running tally of monthly charges and identify 
outstanding transactions not yet appearing on the Monthly Reconciliation report. Maintaining these 
logs will assist the cardholder in staying within the established purchasing limits of the card. The log 
may also be used to verify receipt of the correct quantity and product along with verification of billing 
in the correct price. Cardholders may use a format which contains the following information: 

• Purchase made by the cardholder 

• Vendor’s name 
• Detailed description of item(s) purchased 

• Date of purchase 

• Date item(s) received 
• Date item(s) billed on the bank statement 

• Amount of the purchase (including freight) 

• Name of the employee making the purchase 
• Budget accounts 

• Business purpose for the purchase 
 

Transaction logs although not required, assist secretaries in cases where the Cardholder does not 
prepare his/her own Monthly Reconciliation report. 
 

Ensure Adequate Documentation is Obtained and Exists 
If receipts do not provide sufficient detail to identify what the purchase is and what the business reason 
is for the purchase, the Cardholder should include additional details documented on the receipt, 
transaction log or other supporting documentation. A pattern of missing receipts, which is defined as 
more than three (3) times in one fiscal year, will result in suspension of Travel Card privileges. 
 

Security 
Cardholders are responsible for safeguarding the Travel Card and account number at all times. To 
prevent unauthorized use and limit the potential for fraud, the cardholder should use basic security 
measures, as outlined below: 

• Keep the Travel Card and account number in a secure location and safeguard it as if it were your 
own personal credit card. 

• Review the monthly bank statements immediately upon receipt, to detect unauthorized 
transactions. 

• If the Cardholder becomes aware of, or in review of their statement, finds that fraudulent 
charges have been made to their Travel Card, they are to immediately contact the bank’s 
customer service.  The number is referenced on the reverse side of the Travel Card.  After 
contacting the bank, notify the Travel Card Administrator.  Prompt action can reduce the 
District’s liability for fraudulent activity. 
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9.0 Resolve Disputes 

The Cardholder is responsible for resolving disputes with the vendor such as incorrect pricing, delivery 
problems, incorrect items received, damaged items, etc.  A fraudulent charge is not handled in the same 
manner as a dispute. See Security in Section 8.0 for the correct method of handling fraudulent charges. 

Most disputes can be resolved by calling the vendor and having them issue a credit back to the Travel 
Card account. Never accept cash, store credits, or gift cards in lieu of a credit to the Travel Card account. 
Please contact the Travel Card Administrator for guidance if a vendor insists on providing a credit in a 
form other than a credit back to the Travel Card. 

If the vendor fails to promptly credit your account, file a dispute with JP Morgan Chase within thirty (30) 
days of the billing issue date.  Document all correspondence including dates, individuals involved, and 
a brief description of the problem and keep this form in your records, filed with the Monthly 
Reconciliation report.  

 

10.0 Reconciliation of Monthly Expense Reports and Billing Statements 

Original, legible documentation must support the legitimate business purpose of all transactions made 
with the Travel Card. Documentation should include the name of the merchant, the date, the item(s)’ 
description and pricing, and ancillary charges and the total amount of the transaction.  Supporting 
documentation should clearly identify and affirm the Cardholder’s role in the purchase, including 
proper authorization and each receipt should match the charge on the Travel Card.  Only the District’s 
addresses should be used for billing and shipping references when ordering. The District has created a 
Reconciliation Form to be included with each transaction. 

It is every Cardholder’s responsibility to ensure there is an original, itemized receipt for each purchase.  
If a purchase is made via mail or telephone, ask the merchant to include the receipt with the goods 
when shipping the product.  All Travel Card purchases must be supported by at least one of the 
following items: 

• The actual sales slip 

• The cash register receipt  
• A merchant invoice 
• Online order confirmations 

• E-mailed order confirmations 
• Internet screen print(s) of purchases 
• Subscription forms or dues statements 

 

If a receipt is lost or stolen, the Cardholder should make every attempt to obtain a duplicate copy of 
the receipt from the vendor. If unable to obtain a receipt, the charges will become the personal liability 
of the Cardholders.  A check or money order payable to Pasadena ISD must be submitted within 30 



11 

 

days of the purchase for the full amount of the transaction. A Cardholder may also make arrangements 
with the Business Office for payroll deductions. 

On a monthly basis, the Cardholder must obtain the Travel Card statement from the bank’s online 
system and match the Travel Card receipts to it.  Transaction records must be filed according to the 
District’s record retention policy. 

Note: if you are traveling at the time of the deadline and are unable to submit your documentation, it 
is the Cardholder responsibility to inform their supervisor, so that proper arrangements can be made 
for the timely submission of the Monthly Reconciliation report to Travel Card Specialist. 

 

11.0 Compliance: Administration, Reviews and Violations 
 

Program Administration 
 

Travel Card Administrator 

The Travel Card Administrator will assist in answering questions, addressing issues and overseeing the 
administration of the District’s Travel Card.  The Travel Card Administrator has direct access to the 
bank systems and personnel pertaining to the Travel Card.  All Travel Card requests must be processed 
by the Travel Card Administrator. 

Cardholder 

The Cardholder shall utilize the Travel Card for purchasing travel related expenses.  The Cardholder is 
responsible for following the guidelines for purchases, selection of merchants, security of Travel Card 
and collection of receipts to be submitted to the Travel Card Specialist. 

Bookkeeper/Secretary  

The Bookkeeper/Secretary will review each transaction to ensure they are within District policy.  The 
Bookkeeper/Secretary will also assist in monitoring adherence to Travel Card procedures.  The 
Bookkeeper/Secretary is responsible for retrieving Travel Cards from authorized users and securing 
receipts as well as online monthly reconciliation. 

Travel Card Specialist  

The Travel Card Specialist is responsible for the monthly reconciliation and receipts received from the 
Cardholders. 

Lead A/P Secretary  

The Lead A/P Secretary will be responsible for posting monthly expenses against the Cardholder 
budgets and payment of monthly Travel Card charges to the bank. 
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Business Services Department Review 
The Business Compliance Office may conduct random post-audit reviews and compliance inspections of 
Travel Card transactions to ensure compliance with all Travel Card policies and procedures and identify 
improper use of the Travel Card such as unallowable purchases, purchases in excess of single 
transaction limits, split-orders, payment of sales tax, purchases from “high risk” vendors, excessive 
purchasing activity, etc. Inactive accounts (those with little or no activity over the past 12 months) will 
also be reviewed and may be deactivated or cancelled. The Travel Card Administrator will discuss the 
status of inactive accounts with Approving Supervisors or Associate Superintendents prior to 
deactivation or cancellation. Statistics regarding Travel Card compliance will be provided to the CFO on 
a routine basis. 

The individual assigned the responsibility for retaining Travel Card documentation must submit receipts 
and any other supporting documentation upon request. Providing detailed comments of the Who, 
What, When and Where and submitting documentation as quickly as possible will help to facilitate this 
review process. 

Failure to provide documentation i.e. invoice, receipt or other supporting documentation detailing 
specific transactions may result in the cancellation or restriction of a District’s Travel Card privileges. 
Cardholders will be required to reimburse the District for purchases that have not been appropriately 
documented. In addition, approving supervisors may also be required to reimburse the District if the 
approving supervisor approved the purchase. 

 

12.0 Violations, Fraud, Waste and Abuse 
 

Violations and Written Notices 
Violations of rules governing the use of Travel Card s can be the result of noncompliance with policy or 
procedure or can be as severe as misuse which could result in disciplinary actions up to and including 
employment termination and civil and criminal charges. 
 

Violations of policies and procedures governing use of the travel card can be classified as minor or 
major. The action taken is dependent upon the type of violation and the number of previous 
occurrences. The Travel Card Administrator can suspend a cardholder’s privileges with or without input 
from the cardholder’s Supervisor. All other actions are determined at the appropriate level. Any alleged 
violation or questionable transaction could result in an immediate suspension of card privileges 
pending a review to determine what, if any, action is appropriate. 
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Minor Violations 
Minor violations are instances that are “accidental” and without willful intent, or associated with a 
delinquent Monthly Reconciliation report. Examples include but are not limited to: 

• Purchases that should have been made through a purchase order  

• Failure to reconcile and return the Monthly Reconciliation report in a timely manner 

• Payment of sales tax 

• Not obtaining prior approvals for purchases 
 

Cardholders will receive a minor violation in the form of an electronic memo from the Travel Card 
Administrator or Specialist. A copy of the violation letter will be sent to the Cardholder’s immediate 
supervisor and/or Associate Superintendent. Repetitive violations of any type in a 12-month period 
will result in a major violation being issued. 
 

Major Violations 
Major violations are instances that show disregard for established policy and procedures, whether 
intentional or not. Examples include but are not limited to: 

• Purchasing unauthorized or restricted items 

• Any and all personal purchases, even without willful intent 

• Accumulating minor violations as defined above 
 

Any major violation will result in immediate temporary suspension of the Cardholder’s privileges and 
notification to their Supervisor. If no fraud or theft is involved, reinstatement of the Travel Card 
privileges can be made after 30 days at the request of the Cardholder’s Supervisor, with the approval 
of the CFO. If a second suspension is required, it will be permanent. 
 

Detection and Prevention of Fraud 
The Cardholder is responsible for ensuring that the District’s assets are safeguarded from fraud, waste, 
and abuse. The District will seek restitution for any inappropriate charges made to the Travel Card. 
Fraudulent or intentional misuse of the card will result in revocation of the card and/or possible criminal 
charges, including termination. Any employee of the District who knowingly: 

• uses a travel card for personal gain; 

• purchases items on such travel card that are not authorized for purchase by such employee; 

• purchases items in violation of this manual; or 

• retains for such employee´s personal use a rebate or refund from a vendor, bank, or other 
financial institution for a purchase or the use of a travel card shall be subject to immediate 
termination of employment, restitution for the amount of the improper purchases, and criminal 
prosecution. 
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A Cardholder´s supervisor who knowingly intentionally, willfully, wantonly, or recklessly allows or who 
conspires with an employee who is issued a Travel Card to violate any Travel Card procedures shall also 
be subject to immediate termination of employment and criminal prosecution. 

An employee may report improper activities through their Supervisor, or to the Travel Card 
Administrator. 

 

13.0 Documentation Needed to Prepare the Monthly Expense Report 
Section 10.0 describes the steps needed to prepare the Monthly Reconciliation report. Cardholders are 
required to submit a Monthly Reconciliation report to the Travel Card Specialist on a monthly basis. Our 
billing cycle usually starts on the 26th of the month and ends on the 25th unless the 25th falls on a holiday 
or Sunday.  The end date would then fall on the next business day.  Online coding of the transactions 
are to be completed within three days of the month end date.  Monthly Reconciliation Reports are due 
to the Travel Card Specialist by the 4th of the month.  It is the Cardholders responsibility to ensure the 
timely submission of all documentation to the Travel Card Specialist. 
 

Failure to Submit Timely Expense Reports – Cardholders that fail to submit the report by the deadline 
may be subject to either (1) temporary loss of the card or (2) permanent loss of the card. It is each 
Budget Manager’s responsibility to ensure that a backup person has been selected to address the 
monthly completion and submission of Monthly Reconciliation reports in the event that the 
Bookkeeper/Secretary is absent or unavailable.  

 

Travel Expenses (6411 – 6414) 
All travel-related expenses (parking, airfare, meals, toll roads, rental cars, hotel, etc.) must comply with 
PISD Travel Reimbursement procedures which can be found in the BOPM. 

Airfare – PISD is not exempt from paying airfare taxes.  

Avoid paying a premium by booking your flights fourteen days or more in advance. 

Hotel – Please note that PISD is exempt from paying state hotel occupancy taxes but may have to pay 
local authority taxes. When booking a hotel ensure that you are obtaining the best value for your 
money and factor other incidental expenses such as parking fees, distance to venue, taxis, etc. It is 
recommended that the bill include PISD in the name; for instance, reserve as John Doe/PISD. 

Fuel (Gas) and Meals – Fuel purchases are only allowable for PISD vehicles and rental cars being used 
for business purposes. Note that fuel for your personal vehicle and meals during your trip are not 
allowable Travel Card expenses. The cost of gas is reimbursed on a mileage rate basis and meals are 
reimbursed on a per diem basis. 

Tips - A tip (not allowed on Per Diem) is always optional; it is intended to reward good customer 
service. On the other hand, PISD employees have a fiduciary responsibility to be prudent regarding the 
use of public funds. Tips are never allowed using Federal Funds. 

Employees may give tips in excess of the established guidelines, but only the maximum amounts will 
be reimbursed as authorized in this procedure.  
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Tips for Meals/Catering Services 

For the purpose of business meetings or trainings, PISD allows up to a maximum of 15% of the meal 
expense as a gratuity to the waitperson for excellent service. Gratuities established by a restaurant for 
parties over a certain number of persons are allowable and will be reimbursed in full providing that 
the request for reimbursement accompany documents and or receipts that substantiates (time, date, 
purpose and a list of the attendees) the business meeting. For example, if an establishment accesses 
an 18-25% gratuity (usually for larger parties) the employee will be reimbursed for the total of the bill.  

Tips for Food Delivery for Meetings/Events 

Delivery fees for food often covers the expenses for delivery such as vehicle fuel and use, insurance 
expense and ‘to go’ supplies (containers, etc.) and not a gratuity for the delivery person. PISD allows a 
maximum of 10% of the food total to be paid for catering/food delivery expenses.  

For example  

Invoice total: $ 75.00  
LESS Delivery fee: - 10.00  
Food Total: $ 65.00  
Maximum allowable tip: $ 6.50  
 

Other tips or gratuities 

Reimbursements for tips/gratuities for the following services are considered personal services and are 
unallowable for reimbursements:  

• Maid service  
• Valet parking  
• Taxi/shuttle/ground transportation  
• Baggage handler  
• Bell hopper  
• Restroom attendant  
• Concierge services 
 



 

 

Attachment - A 
Travel Card Application 

The Travel Card Agreement form signed by the Cardholder and their Supervisor must be included before 
sending to Purchasing. 

Cardholder’s Information 
 

 

 

 

  

 

 

Person who will be reconciling the Monthly Reconciliation reports 
 

 

 

   

Complete this form with all required information and then scan and email the Purchasing Department 
along with the Travel Card Agreement. 

Campus/Department 
Name: 

 3 Digit Budget 
Location: 

 

First Name:  Last Name:  

Date of Birth:  Home Street 
Address: 

 

  City:  State:  

Zip Code:  Email:  

Name:  Title:  

Email:  Phone:  



  

Attachment - B 
Travel Card Agreement 

 
Pasadena Independent School District is pleased to present you with this Travel Card. It represents trust 
in you and your empowerment as a responsible cardholder to safeguard and protect district assets. 

I hereby request a Travel Card. As a Travel Card user, I have read, understand and agree to comply with 
the Travel Card Procedures. 
 

1. I understand that I am being entrusted with a valuable tool, the Travel Card. I will be making financial 
commitments on behalf of PISD. I will obtain the best value for PISD by using the card wisely and with 
discretion. 

2. I agree to abide by the procedures listed in the Travel Card manual that was provided to me.  I fully understand 
that misuse or abuse of the card will result in revocation of the card and in appropriate disciplinary action 
which may include termination of my employment.  

3. Policy violations include, but are not limited to: 

a. Purchasing items for personal use or non-PISD business purposes 

b. Exceeding card transaction dollar limits or monthly limits 

c. Failure to turn the card over to the Travel Card Administrator when appropriate 

d. Failure to submit reconciliation report (with original receipts) at the end of each month by deadline 
established by Business Office. 

4. I agree to return the card immediately upon request or upon termination of employment (including 
retirement and resignation). Should I be transferred, qualify for extended leave or undergo an organizational 
change which causes my duties to no longer necessitate the use of the card, I agree to return it immediately 
and arrange for a new one as may be appropriate. 

5. If the card is lost or stolen, I agree to immediately notify bank and the PISD Travel Card Administrator verbally 
and in writing. 

6. I agree to allow PISD to deduct from my paycheck any unlawful charges made with the card. However, this 
does not relieve PISD from exercising its right to reprimand, terminate, and or report criminal offenses. 

 

Single Amount  Limit Daily Transaction 
Limit 

Monthly 
Spending Limit 

Max Number 
Monthly 

Transactions 
$2,500.00 $2,500.00 $2,500.00 20 

Cardholder’s Name:  Date:  

Cardholder’s Signature:  

Supervisor’s Name:  Supervisor’s Signature:  

Travel Card 
Administrator’s 
Signature: 

 Date:  



  

Attachment - C 
PISD TAX EXEMPTION FORMS 74-6001215 

All merchants are different and some may extend the tax exemption status without receiving a copy of the Texas Sales 
and Use Tax Exemption Certification form, while others will want the form completed at the point of sale. Some 
businesses may not accept the Tax Exemption form and will therefore charge sales tax on the purchase which is 
not allowed on the Travel Card, making it necessary for you to make your purchase elsewhere. 

As a Travel Card user, be ready to provide the merchant with a tax exemption form and your PISD employee ID 
along with your driver’s license, etc. to ensure that the taxes are not charged. 

Cardholders who are charged sales taxes are responsible for reimbursing PISD for the total amount of the tax. 

 
 

 

NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle. 

THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID. 

Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist 



 

Attachment - D 

PASADENA ISD TRAVEL CARDPROGRAM 

Travel Card Monthly Reconciliation Checklist 

 

    Compile the Monthly Reconciliation report. This report consists of the following arranged in order 
as shown below: 

 

    Monthly Chase Bank Statement – printed from the online system 
 

    Receipts/invoices, supporting documentation and “Who, What, When & Why” for each 
transaction attached to the billing statement in the order listed on the statement 

 

    Cardholder must review the Reconciliation Report and sign the monthly Chase Bank Statement after 
the report is compiled and complete 

 

    Ensure that a propriety review has been completed to ensure that transactions are reasonable, 
appropriate, and necessary 

 

    After the propriety review has been completed and the cardholder has signed the Monthly 
Reconciliation report, the Approving Supervisor must then review and sign the Monthly Reconciliation 
report to evidence that review 

 

    Ensure that the following items have been completed prior to sending to Travel Card Specialist: 
 

    Chase Bank Statement (signed by Cardholder and Approving Supervisor) 
 

    Receipts/Invoices (original preferred) 
 

    Any other supporting documentation that may be applicable. 
 

    Retain a copy of the Monthly Reconciliation Report 
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