KISD Credit Card Fund

e KISD uses Citibank Card for Wal-Mart; hotel reservations and registrations. Transactions should be pre-approved by the

Purchasing Card Technician via email.

e The card is issued to the campus and departments by the Purchasing Department. On the 4" day of each month, the campus or
department will go on the website to retrieve the statement. The statement will list the purchases or transactions that you made
to that account for the month. Once the statement is downloaded, a Check Request is processed for all the transactions on

the monthly statement.
e If a campus or department has multiple credit cards, each credit card should be processed on a separate Check Request or

Activity Fund Check.
e Each monthly statement should be processed on a separate Check Request. For example, June transactions should be separate

from July transactions, even if you are past due.

To process a check request:

e Use vendor# 99005.

e The receipt and statement for all transactions must be provided or attached in Frontline/FERP.

e Each transaction on the statement should be on a separate line of the check request with its own invoice number. Invoice
number should be entered in the following format:

XXXX - MMYYYY - 01

Last 4 of Statement Transaction #
card number Month/Year on Statement
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If a single transaction needs to be split funded (charged to multiple budget codes), add a letter to the transaction number:

KISD Credit Card Invoice INumber

5599 — 052020 — Ola

Last 4 of card number Statement MMonth & Year Transaction Number

KISD Credit Card Inveoice INumber

5599 — 052020 — 0O1b

Last 4 of card number Statement MMonth & Year Transaction MNumber

¢ When making partial payment on your statement with an Activity Fund Check, make sure to attach or include a copy of the
Activity Fund check, receipt and a statement to your Check Request for the difference.

e Send your original Activity Fund checks made payable to KISD Credit Card Fund, along with copies of the receipt(s) and
statement associated with that check to Tish McMillan in the Accounts Payable Department. If you have any questions,
send an email at Tish.Mcmillan@Killeenisd.org.
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